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) Accelerando See also “Beaming: Feathered beaming.” 
The word “accel.” or “accelerando” is a Text Expression, which you put into your score 
) with the Scaff Expression (#1 or Score Expression Tool &@! . You can also define it to 
y affect playback. 
y To PEACE THE WORD “ACCELERANDO” INTO A SCORE 
© Click the Staff Expression Tool |#! (to place the marking in one staff) or the Score 
y Expression Tool %! (to place it in several or alll staves). 
) © Click on, above, or below the note {for Scaff Expression) or measure (for Score Expres- 
sion) to which you want to attach che marking. The Staff Expression or Score Expression 
r) Selection box appears. Lf you see the “Accel.” expression in che list, double-click ir and 
click OK. You rerum to the score. 
$ © If che expression is not in the list, click Create. The Text Expression Designer appears. 
) © Type “Accel.” or “Accelerando.” Click Set Font co change the cype style. 
© Click OK or Select in each dialog box to return to the score, 
) 
? 
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TO MOVE OR DELETE THE EXPRESSION 
* Click the tool (Staff Expression or Score Expression) that created che expression. 
* Click the measure (Score Expression) or note (Staff Expression) to which the expression 
was attached. [ts handle appears. 
} * Drag the handle to move the expression. Select it and press the arrow keys to “audge” it 
for fine positioning. Select it and press Delete to remove ir. 


i TO DEFINE THE EXPRESSION FOR PLAYBACK 
) * Click the tool (Staff Expression or Score Expression) that created the expression. [f you 
haven't yer placed che mark in the score, click any note (or measure). When the palerte 
! : appears, click the desired symbol, click Edit, click Playback, then skip to the instruction 
_ marked by the coda sign. 
* Click the measure (Score Expression) or note (Staff Expression) to which the expression 
! } was attached. Its handle appears. 
Zo * CTRL-Shift—double-click the handle. The Playback Definition dialog box appears. 
@ Click Tempo, then click Execute Shape. As you proceed through the dialog boxes, click 
Creare, *Shape 1D*, and Creare. You’re now in the Shape Designer. 
= © Click Grid. Enter 36 (EVPUs) and click Show Grid. A network of gridlines appears. For 
the moment, each vertical gridline represents one eighth-nore duration (36 EVPUs), and 
each horizontal gridline represents a one point increase in tempo (from 150 to 151 bears 
per minute, for example). 
+ Enter 288 in both the X: and Y: boxes. Click the Line Tool #1 .You juse drew a graph (an 
Executable Shape) of the tempo during the accelerando. As you see, the line stretches for 
: eight horizontal gridlines (or eighth nores)—this accelerando will last for one whole note. 
i The line also crosses eight vertical gridlines, meaning the tempo will only increase by 
eight bears per minute. 
Press OK, then Select, co exit the Shape Designer. 
© In the Level Scale boxes, enter 8:1. You probably wouldn’r even be able to perceive the 
accelerando if it only sped up by eighe points during a whole note. By changing the Level 
Scale, you're multiplying the degree of accelerando. If you enter 8:1, the tempo will 
change by 64 points—a very distinguishable accelerando. At this point you could also 
specify a differenc Time Scale, which would determine how long the executable shape 
will last. When you designed the shape, it crossed eight gridlines (eighth noces}—-one 
whole note. Change the Time Scale to multiply chat amount. A Time Scale of 1:2 would 
make the accelerando last half as long (a half note), and 3:1 would create one that would 
lase chree cimes as long (twelve beats). 
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© Click OK or Select in each dialog box to return to the score. Listen to the accelerando 
and see how ic works. If it doesn’t speed up enough, increase the Level Scale. If it lasts 
roo long, decrease the Time Scale. (The effect of the accelerando will vary according co 


the current tempo.) 





Accents Accent marks (> and A) are Note Expressions. If you’ve loaded a Note Expression 
library into your file, you don’t have co create the symbol anew. 


To CREATE AN ACCENT MARK ON A NOTE 

* Click the Note Expression Tool wi. 

* Click on, above, or below the aote. The Nore Expression Selection box appears. 

* If you see the accent mark in the selection box, double-click it. You rerum to the score, 
and the mark is arrached co the nore. 

* If you don’t see ir, click Create. The Nore Expression Definition dialog box appears. 

* Type Shift-period (.). In che Petrucci music fone, Shift-period is the accent mark (>-). For 
the A mark, type Shift-6. For the staccato accent (» or =), type ALT0223 o¢ ALT0249, 
respectively. For a marcato staccato mark (A), cype ALTO172. Finally, for the 7 mark, 


type ALT0232. 
Click OK, then Select. 


To MOVE OR DELETE AN ACCENT 

* Click the Note Expression Tool ii. 

© If the mark’s handle isn’t visible, click the note to which ic was attached. 

° Drag the handle to move the symbol. Select it and press the arrow keys to “nudge” it for 
fine positioning. Select it and press Delete to remove it. If you delete the mark and it still 
appears to be on the screen, choose Redraw Screen from the View menu. 


TO DEFINE AN ACCENT FOR PLAYBACK 

© Click the Note Expression Tool {&] . If you haven’t yer placed a mark in the score, click a 
note to be accented. When the palette appears, click the desired symbol and click Edir, 
then skip co the instruction marked by che coda sign. 

© Click the accented noce. A square handle appears. 

* Double-click the handle. The Nove Expression Definidon box appears. 

@ Click the word Playback. The Playback Definition box appears. 

* Click Key Velocity Based and type a velocity value into the Top Note box. The value 
you’re entering here determines how much louder the accented nore should sound 
compared to a non-accented note. Its value must be berween -127 (which would sound 
much softer than other notes) and 127. (A number between 20 and 30 produces a 
musically satisfying accent.) 

You can also specify a value in the Bortom Note box. If you place an accent on a chord, 
the top note will have the velocity change indicated in the Top Note box, the bortom 
note will have the change specified in the Borcom Note box, and the inner notes will be 
scaled proportionally berween che two values. 


* Click OK or Select in each dialog box to return to the score. 
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To COPY ACCENTS (AND OTHER ARTICULATIONS) 
See “Expressions: Note Expressions—To copy Nore Expressions.” 
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Accidentals Accidental (such as sharps, flats, and naturals) appear auromatically if you've 
entered the music from a MIDE keyboard. When you enter music in real time, Finale 
decides the identity of an accidental based on the direction of the melodic line: 


To CHANGE AN ACCIDENTAL TO ITS ENHARMONIC EQUIVALENT 
See “Enharmonics—To change a note to its enharmonic equivalenc,” 


To CHANGE EVERY OCCURRENCE OF A NOTE TO ITs ENHARMONIC EQUIVALENT 
See “Enharmonics—To change all occurrences of a nore.” 


To HIDE (oR SHOW) AN ACCIDENTAL 

* Click the Speedy Nore Entry Tool §! . Ctick the Measure containing the accidenral. 

* Use the arrow keys to position the insertion bar and crossbar on the target note. 

* Press the asterisk (*) key. The accidental disappears bur che note’s pitch doesn’t change. 
Finale still plays as chough the accidental were visible. [f you press the asterisk again, the 
accidental reappears. 


To apo OR CHANGE AN ACCIDENTAL 

* Click the Speedy Nore Entry Tool Gi. Click the Measure containing the accidental. 

* Use the arrow keys to position the insertion bar and crossbar on the target nore. 

© Press the plus (+) key to raise the note’s pitch, and the minus (-) key to lower it, by haif 
steps. If you press these keys repeatedly, you can add multiple sharps or flats to a note. If 
you press the CTRL key as you do so, all subsequent nores on the same line or space in 
the measure also change. When using CTRL, do noc use Shift-Equal (=) to generate a Plus 
(+). 


TO MOVE AN ACCIDENTAL 

* Click the Special Tools Tool 8 . Click the measure containing the accidental. The 
Special Tools window appears. 

* Click the Accidental Tool & . A handle appears on each accidental in the measure. 
Click Boxes if a handle obscures the accidental you want co move. 

* Drag any handle horizontally. If you’ve made che handles invisible (by deselecting Boxes), 
drag the accidental itself where the handle would appear. 


* Double-click the Control-menu box of the Special Tools window (upper left). If you wane 
to undo any accidenral repositioning you’ve done, click the accidenral’s handle (in the 
Special Tools window), and press Delete. 


Adding tracks See “Real-time tecording—To add cracks.” 
a2 See “Expressions: Scaff Expressions.” 


Aftertouch Aftertouch is che MIDI signal transmitted when the pressure you apply to a key 
changes after you've struck it. Finale records and plays both monophonic and polyphonic 
aftertouch. 
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When you record. a performance with the Transcripdon Tool (I, Finale automatically 
records all your afterrouch dara. You may or may not want this information retained 
(“caprured”) so chat you can later hear it applied to the playback of your transcription. 
For a more complete description of captured MIDI information, see “Transcription 
window” in Finale Reference. 


To RETAIN AFTERTOUCH DATA FOR SCORE PLAYBACK 

© Record a performance with the Transcription Tool @. 

* Before saving or transcribing the performance, click Capcure MIDI Xpression. If Use 
Capcured MIDI Expressions is selected in the Playback Options dialog box (in the 
Playback menu), you will hear afterrouch applied when you play back the cranscripcion. 


Alla Breve See “Cur time.” 


Allotments When you first enter music into Finale, ics spacing is linear. A whale note grts_ 


exacrly the same horizontal spa spage ig four quarter ngggs. ¥ When a pie piece of music is typeset 
professionally, the engraver uses cables of width measurements for various note values to 
create, nonlinear - spacing, where aotes of different duration occupy only as much space as 
they ey need. 

In Finale, these width cables are called Allocment Libraries. Alommencs are wigth 
measuremenrs one per thy thythmic value. For example, in the library called led ALOTQ4-0. LB, 


@ quarter noce is given 96 en 96 EVPUs and an eighth nore is given 72 EVPUs (ENIGMA. Viral 
Page Units, of which there are re 238 per inch). By spacing your music with the aid of an 
Alloonent Library, you can create extremely professional-looking scores, which are neither 
wider nor narrower than they aeed co be. 


There are three Allorment Libraries provided with Finale: ALOTQ3-0.LIB, ALOTQ3- 
5.LIB, and ALOTQ4-0.LIB. These numbers indicate the relacive “wideness” of the 
alloment values. Music. that is spaced using ALOTQ3-S. LIB is “tighter” than music 
spaced with ALOTQ4-0.LB. (These “Q" values describe the the width, | in spaggs, all allomed to a 
er note..A space is a unit of measurement used in in engraving iat corresponds co the 
cena between cwo ‘staff tines. In Finale. a soace is equivalent to 24 24 EVRUs—remember, . 
there are 288 EVPUs per inch.) 
You apply an allocment libeary’s spacing to your music by selecting the desired region and 
using Mass Mover Meratool 3 (described on the following page). You can also create your 
own Allomment Libraries. <2 
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In che figure below, you can see the various Spacing effects provided by the use of differenr 
Alloement Libraries. The top example is linear Spacing (the defaule, before you apply Mass 
Mover Meratool 3). The second shows the effects of Metatool 3 withour having any 
Allocment Library loaded, The last three examples were spaced with ALOTQ40.LIB, 
ALOTQ3-5.LIB, and ALOTQ3-0.LIB, respectively, ve ene Sune 


ee 
Linear spacing - 
(default) = i, 


i Nonlinear (with no 
> Alloznent Ubrary toaded) 3 7 i 


Nontinear (with Allotments 
Q = 4 Library loaded) a ; = 
Nontinear (with Allotments 
Q «3.5 Library loaded) ay 
Nonlinear (with Allotments 
Q = 3 Library leaded) ie ; 


To Loap AN ALLOTMENT LIBRARY INTO AN OPEN FILE 

* Choose Load Library from the File menu. A list box appears, letting you navigate 
through the directories on your disk. Find and open the LIBRS directory. 

* Double-ick the name of the desired Allocment Library, 


To USE AN ALLOTMENT LIBRARY FOR MUSIC SPACING 

* Click the Mass Mover Tool 1. 

© Select the music you want tespaced. In general, you'll wane to choose Select All from the 
Edit menu, so chat all Staves are highlighced, (If you select only one staff, for example, 
you could get unexpected results, because the Tespacing Metatools set the measure widths 
for all staves according to the spacing of the selected region. Thus, if you select and 
respact measure 1 in che flute statf, which contains only a whole Oote, the running eighth 
Totes in another staff's measure 1 will be compressed and overlapping.) 

* While pressing the 3 key, double-click the highlighted region. This Process takes time, bur 
when the “chuming cruck” cursor disappears, you'll find that your music has been care- 
fully respaced according co the Allorment Library's specifications. The Metaroel you 
have just used, Mass Mover Metacool 3, uses the Allounenr Library to space your music 
On a deat-by-deat basis. You can also opt for Mass Mover Meratool 4, which respaces on 
a note-oy-note basis. For a more complete discussion of these alternatives, see “Enery 
Layout dialog box” in Finale Reference. 


To eprr AN EXISTING ALLOTMENT LIBRARY 
These libraries were consrructed by listing chythmic values—from 64th note to double 
whole nore—and assigning ach a horonalopace Seema However, the chythmic 
values included are the 22 most frequently used. There's no allo ment defined for, say, a_ 
guintupler quarter nate. Such ¥: ues are allorced'a catch-all “defaule™ value. Tn the case 
of tuplers in Particular, and your own tastes in general, you may want co alter the 
allocment libraries. 
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© Load an existing Allocment Library as described previously. 

© Click the Mass Mover Tool (Sl and click any measure. 

© Choose Layout to Entries from the Mass Edit menu. The Enery Layouc dialog box 
appears. 

© Cli 5 i dial i i i 

* Click Allorments The Duration Allooment aie sayeth a Seige 


: c ae 
Duration Allotment 1 quarter note) in the top box and its 
locted horizontal width (measured in 
couraciens. | Cinsert ) EVPUs, 288 per inch) in the bottom box. 


allotaent Click *Duration® to see-the closese_ 
notated equivalent of the EDU value. 


Ceres} J you click the Prev and Next burtons, 


you Can step through the various 

Sa cr ee 
space each has been assigned. (To help you with the mach, semember that 312 EDUs is Ee 
sree ace) Or click *Duration® and click che durational value whose allomnent you “ 
want 0 ge. 





© Click Prev or Next undl you Iggate the rhythmic value whose width you want to alter. 
Enter its new value in the bortom text box. In the quinrupler example, you'd actuaily 
want to create a new rhythm/width pair, and insert it into the existing library. 

¢ To create a new rhythm/width pair, enter che rhythm value (in EDUs) in the top box, 


e 
- 
- 
and ies width allooment (in EVPUs) in the bortom box, then click Insert. When you do e 
i 
nd 
e 
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this, ic will appear that you've typed over an existing duration/allotmenc pair. Not so. 
When you click Insert, you merely add your new pair to the library. 
Similarly, you can remove the displayed duration/allocment pair by clicking Delete. 

* When you're finished, click OK, once im each dialog box. Use Mass Mover Merarool 3 or 
4 to apply the new alloanenss to your score. 


To CREATE A NEW ALLOTMENT LIBRARY FROM SCRATCH 

© Load one of the existing libraries. You'll save ime by simply modifying the allomment 
values of an existing library. 

© Click the Mass Mover Tooi I, and click any measure. 

© Choose Layout to Entries from the Mass Edit menu. The Encry Layout dialog box 
appears. 

© Click Allomments. 

= * Type over the existing allocment value for each duration value and click Next. Insert new 

duration values as needed, following the steps in “To edit an existing Allonnent 
Library,” above. 

© When you're Gnished, click OK (once in each dialog box). Use Mass Mover Meratool 3 
or 410 apply the new allorments to your score. 
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To SAVE YOUR EDITED OR NEWLY CREATED ALLOTMENT LIBRARY 

* Choose Make Library from the File menu. The Make Library dialog box appears. 

° Glick Allomments, chen click Make. 

°Typea filename and click Make. The next cime you need your customized spacing, load 
“this modified library (choose Load Library from che File menu) and apply the spacing 
using Mass Mover Metatool 3 or 4. 


Alto clef The alto clef is number t in Finale’s defaule clef-numbering scheme. Any clef change 
in Finale is fully intelligent, renocating the music as necessary without affecting playback. 
For information on creating clefs of your own and changing the default clef for new staves, 
see “Clets.” 
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TO SET A STAFF (OR CHANGE A STAFF) TO ALTO CLEF 

* Click the Clef Tool Hi, 

* Click the measure where you want the alto clef to begin. The Clef for Measure (#) dialog 
box appears. (If there's no music in the measure, Finale asks if you want co insert a 
“real” whole rest so that ic can proceed with the clef change. Click OK.) 

* Type 1 into the *Clef* box. Alrernate method: click the word *Clef* and double-click 
the alto clef (second from the left, rop row) in the palette thar appears. 

« If the aew clef is to begin the measure, click OK. A box appears, asking you to specify the 
region to be affected. (Ar the end of this region, che clef currently in force will be 
restared.} Click the appropriate region description. : 

© If che new clef is to begin in the middle of the measure, click Go to Multiple. You rerurn 
to the score wich the clef—which now has a handle—ar the beginning of the staff. 

© Drag the clef’s handle right, lefr, up, or down, positioning it as desired. The notes before 
and after ir will be renorared automatically. 


Annotative music See “Ossia.” 


Annotative text You can place annotarive text, in any fone and size, anywhere in the score. 
Such annotations would be appropriate for a nore to the performer, an extra or optional 
set of lyrics, or—if you're preparing a textbook or examination—explanatory text. 


Don’t use this method for placing one-line musical annotations such as “Allegro.” “With 
feeling,” or tempo indications. Instead, use Score Expressions or Staif Expressions for 
such markings (see “Expressions”). And don’t use this method for titles, page numbers, 
copyright notices, or other page-related text. Instead, use the Header/Footer Tool (see 
“Tides,” “Page numbers,” “Copyright notices,” and so on). 

To create annotations in Finale, you'll create a text block. Texe blocks in Finale have rwo 
clemenits: the text itself, and the layout definition (the invisible enclosure that contains it). 
Most of the time you'll want the layour definition co be a simple rectangle, but the layour 
definition can be any enclosed shape. You can even create a second, inner enclosed shape, 
and “pour in” the text around it (to creace a donut effece, for example). You can design 
your own layout definition or, by choosing Load Library from the File menu, you can 
load TEXTLAY.LIB provided with Finale, which contains a selection of predesigned 
enclosure shapes. 
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Persn achieves a melodic dalence . 
Between the. Pipkiateaie Une sGaurd by PAnish actiewws a mejodic Dalance between the 
Jetsanesing nates a ate hed Engen dramacc and the absurd dy jurtaponng notes of 
patios. soles (or: exemale,itnatiwaile various rhytme values, Note, (or example, that wile 


the precotos play he 
runnung — suxty- 
Main Shape fourth-note aa 
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that opens . a) 
ape movement, he oboe plays a naiple eqn note 
cucu pattern, as shown in Figure 44, Itt 00 comadence that 
‘Me aotes of Tus mot form dhe roots of the caord 


There ara two parts to a text block: the raw text itsaif (top aft) and the layout definiton—the shape into whicn 
i$ “poured,” including any cutout shapes (bottam Jatt}. To create examoles lika inis one, position the musicat 
axcerpt so that it falls in the cutout shape. 
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; To CREATE A TEXT BLOCK 
| Click the Text Block Tool (9! . There are two kinds of text blocks. A measure text block, 
e which you create in Scroll View, remains attached to its measure in the score, even if the 
measure’s position in the score changes. A page text block, which you create in Page 
View, remains fixed to its spot on the page, regardless of any changes made to che layour 
| of the music around it. 

: To add a measure text block, perform the following steps i in Scroll View. To add a page 
text block (which won’t show up ac all in Scroll View), perform the following steps in 
Page View. : 

* Double-click the page (or cljck the measure, if you’re in Scroll View). The Text Block 
Assignment dialog box appears. 

Click *Text Block/Layout Definition ID*. In the next box, click Text Block*. Finale’s 
text processor appears. If you’ve entered the cext already, click the Next burton until the 
text is displayed in the window, and skip co the instruction marked by che coda sign. 

© Type the annotative text. While you should set the primary font for the text block from 
the Fone Selection command (Special menu), you can use the Set Fone burron within this 
window to create font changes within che cext (you might want co set a stage direction in 

= italics, for example). Select the text whose font, size, or style you want to change by 
dragging through it (so that che desired text is highlighted). Click the Ser Font button, 
Choose a font variation from the Text Font, Size and Style dialog box and click OK. 
When you return to the text processor, Finale adds some coded fone instructions for its 
own use ar the location of each font change—something like ““*font (Tms Rmn)*size 
(12).” These codes won’t appear in the score. 

@ Click OK. You retum co the Text Block/Layour Definition dialog box. Finale displays a 

aa qumber in the *Text Block* box, identifying by number the text portion of the text 

block you're creating. 
* Click *Layout Definition*. The Layout Definition Selection dialog box appears. If you’ve 
= loaded a Text Layouts Library, those enclosure shapes appear in this window. If you'd 
rather not create your own shape, double-click che one you want, and skip co the next 
instruction marked by the coda sign. 

* Click Creare. Im the next box, click *Main Shape*, and then Create again. You’re cowin =~ 
the Shape Designer, where you can design the invisible enclosure char will contain the 
text of your text block. In the following steps, you'll create a simple rectangular shape 
(which is probably what you'll wanc most of the time). 

Drag the gray handles so thar the bounding box is the size and shape you want for your 
layout shape. If your text block needs co be larger than the Shape Designer display area, 
click View; you can “zoom out” by typing a smaller percentage into this box, so that 
your view of the shape will fir on the screen. You may want to view at 25% for a text 
block thar’s as large as the page itself, for example. 

Because che bounding box irself is a rectangle, you don’t even need to use any of the 
Shape Designer drawing tools to create your rectangular layout shape. You can create 
arry enclosed shape—a criangle, a circle, a diamond—to conrain the text of your text 
block. For a more complete discussion of the Shape Designer, see “Shape Designer.” 

* Click OK, then Select. You return to the Layout Definition window. 

¢ Specify the handle position, justification, and foot variations for the text block. In this 
dialog box, you define the way in which the text interacts with che enclosure. By clicking 
the Text burton, you can now see the text in the layour you designed (or selected). The 
black round handle moves the shape while you're in this window. The black round 
handle shows you where the text block’s handle will be once it’s in the score. Make sure 
the black handle is on the edge of, or within, the text itself so thar it will be easy to find 
once it’s in the score. Click the View burton to change the percentage view resolution (to 
“zoom in” or “zoom out”). 
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You may also choose one of the justification options for the texr within irs rectangle: Left 
(flush left), Right (flush. tight), Centered (eack line is centered. within the layour shape), or 
Full (touching bork right and lefr margins). You can also specify the line spacing ee 
(leading). See “Layout Definition dialog box” in Finale Reference for a more detailed 
discussion of the options in this box. at otaass : . 
~ lis. OF ihe Selec You enirato the Tee Bloc/Tayotr Defnicion dsiog box. 
@ Click OR it cack of the og boxes to return to 
GE rigor eecs asa ert toner oer ral 
To MOVE OR DELETE & TEXT BLOCK ee yee 
Make sure you're im the same view (Page or Scroll) you were in when you created the text 
* Click the Text Block Tool]. A handle appears on each text block created in Page 
View. If you're in Scroll View, click the measure to which che rexr block was attached, so 
chav its handle appears. sriarcg 0 ee, lapuieei. “veal 
* Drag 2 text block’s handle to move it. Select it and press the arrow keys to “audge” it for 
fine positioning. Select it and press Delete to remove the texr block. If you have trouble - : 
finding a text block’s handle, here are two. dps. First, if you're in Page View, the exe 
Block you’re looking for mighe be a measure text block-~one creared in Scroll View by: ee 
clicking 2 measure. If so, its handle won't appear at all im Page View. If you're sare 
you're in che correct view, consider the possibility thar the handle is off the screen 
(because a handle isn’r always in the same place with respect to its texr). Try “zooming 
out” by choosing View at 50% from che View menu, or by choosing View at X% from 
the View menu, and entering an even smaller value. No matter how small the view gers, 
the square handles are always the same size, so a text block handle should be easy to spor 
if the view is reduced. 
TO MAKE ROOM (BLANK SPACE) FOR ANNOTATIVE TEXT 
If you're placing ax annotation in 2 score, you may need to move some music out of the 
way. You can creare blank space an entire page at a time, or you can just move some of 
the nmusictomakeroom  ... =... . TOUT er It myeoemen, oot 
* Click the Page Layout Toot @] . Finale switches to Page View, if it’s not already there.. 
© Click the page om whick you want to make room. You enter the Page Layout windo 
«If you wane to clear aif omsic from the page, dick Blanc Page. Finale pushes all the music “= 
from this page onto the next page (and so or for subsequent pages of music to the end. 
where it creates a new page co compensate). You can never [ose music by clicking Blank. 
Page. : ae 268, > aA 
o If you want to make room above, below, or between systems, click Staff Systems. Locate: 
the system just above the amnotation insertion pour, and drag its lower-right handle — 
down. When you drag the lower-right comer of a system: downward, alF systems that : 
follow are pushed downward as well, creating 2 blank. space below the dragged systent. 
Feet free co inden systems, move them up or down, or position them as you wantto .~ 
make room for the annotation. . . : “ 
© Click OK. a ome 
© Choose Recale Music front the Edit mem. : : Pe aE 
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Approximate pitch See “Headless notes,” “Nore shapes.” 


Arpeggio See “Rolled chords.” 
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Arrows [If you want co create an arrow—for example, to indicate the direction of a strum or 
glissando—you can do so with Finale's Shape Designer. An arrow is placed inro che score 
as a Staff Expression. For full instructions, see “Shape Designer.” 


Articulations Ariculations—single-symbol indications that provide information about how 
a nore is to be played—are called Nore Expressions in Finale. For information on che 
creation, placement, playback, and other aspects of articulation marks, see “Expressions: 
Note Expressions.” See also the specific entries for the markings you're trying to create. 


Artificial harmonics See “Harmonics.” 


Attacks See “Expressions: Note Expressions,” “Real-time recording (Transcripdon Tool}—To 
edit keyboard nores,” “Rolled chords.” 


Attack and Release You can control the attack and release points for a single note, the 
notes of a chord (to produce a rolled chord effect), or for all noces in a specified region. See 


“Expressions: Note Expressions,” “Rolled chords.” 


Author credits See “Composer credits.” 
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Barlines See aiso “Final barline.” : 
Use the Measure Artributes Too! Gil to make changes in barlines. 


TO DRAW THE BARLINE THROUGH SEVERAL STAVES 
These instructions tell you how to create staff groups. Grouped staves have two 
characteristics: the barlines are drawn continuously through them and they can be 
connected by a bracker with che Bracket Tool |"! . 


Make sure you’re in Scroll View before you begin. If you're noc, choose Scroil View from 
the View menu. ‘ 

* Click the New Staff Tool [il . A handle appears on each staff. 

Select the handles of the desired staves. You can select handles eirher by Shift-clicking, 
drag-enclosing, or by choosing Select All from the Edit menu. 

© Double-click any selected handle. The selected staves are now grouped. 


TO BREAK A BARLINE THAT IS DRAWN THROUGH STAVES 


If staves have been grouped, as described above, the barline auromatically continues 
through che space berween them. You can break this barline without destroying the staff 


groups. 
* Click the Staff Artributes Tool @. A handle appears on every staff. 

* Click the handle of the lower of owo barline-coanected staves. The Staff Actributes dialog 
) _ box appears. 

* Click Break Barlines. Click OK. 


To CREATE A DOUBLE BARLINE, FINAL BARLINE, OR OTHER BARLINE 
) * Click the Measure Artributes Tool l#! . A handle appears at the end of measure. 


* Double-click the handle of the target barline. If there are rwo stacked handles on each 
barline, double-click the rop one. The Measure Attributes box appears. 
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’ © Select the desired barline rypes and click OK. The Measure Artributes box presents 
several options. Here are the barlines you can create by clicking each. 
) Selecting arry of these special 
) = — =| barline options has a very f 
= : important effect when you 
ener extract parts: the special barline 
= ) Barline: Qsolia Bar ZJPauble Bar &@ solid far will ate a multimeasure rest 
) Guignt gar (o¢ “block rest”) into rwo block 
rests, one on each side of it. (Such block rests automatically break for key and time 


changes, clef changes, and so on.) The Light Line is the only barline option thac lets you 
force a break withour changing the appearance of the standard barline—useful if, for 
! example, you want to limit block rescs co eight-bar sections. 


) TO HIDE ONE BARLINE 

° Click the Measure Attributes Tool fill. A handle appears on each measure. 

* Double-click the handle of the target barline. If there are rwo stacked handles on each 
barline, double-click the cop one. The Measure Actributes box appears. 


* Click No Bar. Click OK. 


To HIDE ALL BARLINES (NO-BARLINE MUSIC) 
! Create the music “normally” (with barlines). 
* Choose Options from the Special menu. The Options dialog box appears. Ee 


* Click Don’t Draw Barlines. Click OK. Finale always works in measures, even if you’re 
) creating scores with no barlines. (To hide che meter in such a score, see “Hiding Time 


Signacures.”) 
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To MOVE A BARLINE 

© Click the Measure Attributes Tool Gi]. A handle appears on each measure. 

Drag the handle of the desired barline horizontally. The measure (to che left of the 
barline) becomes wider or narrower. 
Ifyou move a barline in Page View, you don’t just change the width of the measure 
whose barline yor drag, you also increase or decrease the width of the measure to irs 
right, making chis a useful technique for touching up your page layout. (Wich this 
method, you can adjust all measures in a system except the last one.) 





To INSERT A FALSE BARLINE OR DOTTED BARLINE 
These instructions assume you want to insert a false or docted barline in the middle of an 
existing measure. If you want such a barline to replace an actual barline, hide the real 
barline as described in “To hide one barline,” above. 

Click the Score Expression Tool #4. 

© Click the measure to which the barline will be attached, The Score Expression Selection 
box appears. : 

© Proceeding through the dialog boxes, click as follows: Shape. Create. *Shape [D*. 
Create. Don’t be daunted by the parade of dialog boxes. You end up in the Shape 
Designer. 

© Click the Line Thickness Tool @. Type 50, and click OK. You've just set the barline 
width to % point (50/100ths of a point). 

¢ 1f you want a dorted barline, click the Dashed Line Tool fi , and OK the Set Dash 
Length dialog box. Lf you want, you can edit the dash lengths in this dialog box. 

© Type -92 into the Y text box. Make sure zero is im the X: text box. 

© Click the Line Tool #1 . The barline now appears fully drawn. If you’re drawing a docted 
barline, ic will appear at this point to be a solid line and won't appear to be pertectly 
vertical. [f you print using a PostScript device, ic will be dotted and perfectly vertical. 

« Adjust the gray square handles so thar the barline is enclosed in the bounding box. 





Shape Cesigner 


- \ 
Gray nandes 
N\ 





Once you've created a shape in the Shape Designer (above laft), drag the gray handles so 
that the rectangle encioses it (above night). The purpose of this rectangia is ta show you how 
your shape wil appear in the selection palette when you're finished designing it. 


* Click OK, then Select. Don’t proceed all the way back to the score yet. 


* Click Lock Shape and Use This Data. Lock Shape tells Finale thar the Shape Expression 
you’ve just created should not be allowedto gtretch horizontally along wich the measures 


(when Finale widens measures slightly to make them flush with the page margins). Use 
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This Data prevents you from accidentally distorting the shape by dragging ics handles 
gage PE irebe scons ne 

* Click OK or Select in each dialog box to return to the score. The “barline” appears in 
every staff. Drag ics handle to move it. Select its handle and press Delete to remove ir. (If 
you want a false barline to appear in only one staff, repear this process with the Staff 
Expression Tool [! instead of the Score Expression Tool.) 


To SET THE THICKNESS OF LEDGER LINES, STAFF LINES, AND BARLINES 
If you plan co use a PostScript device, you can define the thickness of the barlines. (Finale 
uses the same thickness measurement for ledger lines, staff lines, and barlines.) 

* Choose Format from the Special menu. The Formar Variables tox appears. 

© Click PS Variables. The PostScript Variables box appears. 

* Enter a new value in the Def Line Width (float) box. The unirs are points, of which there 
are 72 per inch. 

* Click OK, once in each dialog box. 


Bars See also “Barlines,” “Measures.” 
Bars per line See “Measures per line.” 


Bass clef The bass clef is number 3 in Finale’s default clef-numbering scheme. Any clef change 
in Finale is fully intelligenc, renotating the music as necessary without affecting playback. 
For information on creating new clefs and changing the default clef for new staves, see 
“Clefs.” 


TO SET A STAFF (OR CHANGE A STAFF) TO BASS CLEF 

* Click the Clef Tool 4. 

© Click the measure where you want the bass clef to begin. The Clef for Measure (#) dialog 
box appears. (If there’s no music in the measure, Finale asks if you want to insert a 
“real” whole rest so that it can proceed with the clef change. Click OK.) 

° Type 3 into the *Clef* box. Alternate method: click the word *Clef* and double-click 
the bass clef (rightmost icon, top row) in the palette that appears. 

¢ If the new clef is to begin the measure, dick OK. A box appears, asking you to specify the 
tegion to be affected. (At che end of chis region, the clef currently in force will be 
cestored.) Click the appropriate region description. - : 

* If the new clef is to begin im the middle of the measure, click Go to Multiple. You reaum 
to the score with che clef—which now has a handle—ar the beginning of che staff, 

Drag the clef’s handle right, left, up, or down, Positioning it as desired. The notes before 
and after it will be cenotated automatically. 


Beam angle The angles of the beams on eighth nores (and smaller values) can be set either 
globally or on a case-by-case basis. You can also specify flat beams (no angling), which you 
may prefer when printing on a non-PostScript printer (to avoid the jagged appearance of 
slanted beams). 


TO CHANGE OR RESTORE THE ANGLE OF A BEAM 
* Click the Special Tools Tool @ , and click the target measure. The Special Tools window 


appears. 
* Click the Beam Angle Tool &]. A handle appears ac the beginning and the end of the 
beam. 
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« Drag the right handle up or down to change the beam angle. Drag che left handle up or 
down to change the stem heights. To restore the beam to its defaule angle and height, 
click either handle and press Delete. 

» Double-click the Control-menu box of the Special Tools window (upper left). 


To REMOVE ANGLE MODIFICATIONS FROM A SELECTED REGION 


© Click the Mass Mover Tool (] , and select a region of measures. Click co select one 
measure, Shift-click to select additional measures, drag-enclose cto select several on-screen 
measures, clic to the left of the staff to select the entire staff, or choose Select All from 
the Edie menu to select all measures in the score. You can also use the Set Selection 
command in the Mass Mover menu to select a large region without scroiling. 


© Choose Erase from the Mass Edit menu. Click Only the Selected Items, Enery Items, Only 
the Selected Items, and Stem and Beam Alterations. Click OK, once in each dialog box. 


To CHANGE THE ANGLE OF SECONDARY BEAMS 
See “Beaming: Feathered bearing.” 


To LIMIT THE STEEPNESS OF BEAMS 
© Choose Parameters from the Special menu. The Parameters dialog box appears. 


Enter a new value in the Max Slope box. This number specifies the maximum vertical 
distance between the high and low ends of any beam, measured vertically in lines and 
spaces. 


* Click OK. 


To ALLOW ONLY FLAT BEAMS 
* Choose Options from the Special menu. The Options box appears. 
* Click Draw Only Flat Beams. Click OK. 


Beaming Beaming of eighth notes (and nates of smaller value) is automatic in Finale. You can 
override Finale’s beaming decisions, either on a global, regional, or case-by-case basis. 


To BREAK (OR CREATE) A BEAM 

© Click the Speedy Note Enery Tool (Gl and click the target measure. The editing fame 
appears. 4 

© Use the arrow keys to position the insertion bar‘on the eighth note (ot note of smaller 

= value) at the end of the desired beam. 

* Press the slash key ( / ). If che note was beamed to the previous note, the beam breaks. If 
the note wasn’t beamed co the previous note, they’re now beamed together. Press che 
slash key again to restore the beam to ics previous form. 





To REBEAM A SELECTED REGION 

e Click the Mass Mover Tool {SI and select the desired region. To select che entire piece, 
choose Select All from the Edit menu. 

Choose Modify Entries from the Mass Edit menu. The Entry Modifications dialog box 
appears. 

© Select Rebeam. The Time Signature dialog box appears. 

* Click the Increase and Decrease buttons for the numerator and denominator until the 
window displays the desired beaming patterns. For example, if you want eighth notes in 
common time beamed in groups of four (rhythmic value equals a half nore), adjust the 
display until ic shows cwo half notes (two groups of four eighth notes). If you're in 6/8 
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and you want all six eighth noces beamed together in each measure, adjust the display 
unnil it shows a docted half note (one group of six eighth notes). If you want an asymmer- 
tical beaming partern (such as chree, three, and two eighth notes in common time), click 
the Special button for the numerator and enter the desired groupings into the text boxes. 


TIME SIGNATURE DIALOG 80X BEAMING PATTERNS = 
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You specily the new beaming pattem for the selected music muct as you would create a time signature, 
In the examples above, you can see the effect each beaming signature” has on the eighth notes in the 
Selected region. 
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If you set the meter with the Time Signarure Tool (3 in this way before you enter the 
music, Finale will automatically use it as the basis for ics beaming patterns. If you change 
the meter after music has been entered, the beaming is unaffected. , 


© Click OK, once in each dialog box. 
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TO PREVENT FINALE FROM BEAMING AUTOMATICALLY (SpeepyY Note Entry) 
Finale nonnailly beams notes together according co the denominator of the time signature 
) (quarter note groupings in 4/4, half note groupings in 3/2, and so on) when you're 
encering notes in step time using the Speedy Note Entry Tool. You can, if you wish, tum 
‘ off this feacure. e 
) * Click the Speedy Note Entry Tool! . The Speedy Options menu appears. 
* Choose Check Beaming from the Speedy Options menu, so that the check mark no longer i 
’ appears. + 


Beaming across barlines In cerrain cases, you may wane the beams on eighth notes (and : 
} smaller values) to extend across a barline to join a beam in the next measure. Finale gives h 
you the tools to accomplish this, but you must create each beam extension individually, 

’ and align it visually wich che beam in the next measure. 
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’ TO EXTEND A BEAM ACROSS A BARLINE 
) * Click the Special Tools Tool @! and click the target measure. The Special Tools 
window appears. 
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© Click the Beam Extension Tool W . Handles appear at each end of each beam. 


© Click the handle ar the end of the beam you want to extend. The Beam Extension box 
appears, asking which of the beams you want extended. 

© Select the rhythmic values whose beams you want to extend, then click OK. 

© Drag a handle horzontally to extend the beams. Drag anywhere in the window (except 
on a handle} in order to move the displayed music to the right or left. Since you can’t see 
the music in adjacent measures, your alignment of che beam extension will have to bea 
trial-and-error process, accomplished by exiting and reentering the Special Tools 
window. It is entirely possible to use this method to extend beams within a measure (not 
necessarily across the barfine). By shortening selected beams in this way, you can create 
certain kinds of tremolo noration (see “Tremolos”). 2 
To restore an extended beam co its normal length, click its handle and press Delete. To 
reenter the Beam Extension dialog box (to specify which beams you want to extend), 
Shift-click an extended beam’s handle. 


© Double-click the Conrroi-menu box of the Special Tools window (upper left). 
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Beaming: Feathered beaming {f rhythmic values smaller chan eighth notes are beamed 
cogether, che sixteenth-noce (and smaller value) beams are called secondary beams. Finale 
provides considerable independent control for such 


’ beams. 


ip te 


* ' In some modem music, for example, citards and 
@ e de e é accelerandi are nocated wich converging secondary- 
beam angles in a technique called feathered beaming. 
In the case of the ritard, the player increases the chythmic values gradually from the faster 
values, at the left end, to the slower values, on the right end, as shown above. 


To CREATE FEATHERED BEAMING : 
To creare this form of noration, notate all values as the smallest values (in chis case, 32nd 
notes). Then proceed as follows. 


© Click the Special Tools Tool , and click the target measure. The Special Tools window 
ap ae , 

© Click the Secondary Beam Angle Tool El. Handles appear at boch ends of secondary 
beams. ; ‘ 

= © Drag the handles so thar the secondary beams converge with the primary beam. The left 

handle moves the entire beam up and down, without changing its angle. The ight handle 
changes the angle. To remove any changes you make this way, click the appropriate 
handle and press Delete. 

¢ Double-click the Control-menu box of the Special Tools window (upper left). 
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Beaming over rest$ In normal ciccumstances, Finale doesn’t include rests in beam groups. 
In triple meters (6/8, 9/8, etc.) you may prefer to have eighth note (and smaller value) 
beams join nores thac straddle rests, as in this example: 


i : — — =se== 
: oo +e © 


e 


TO GLOBALLY BEAM OVER RESTS 
* Choose Options from the Special menu. The Options dialog box appears. 
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Select Include Rests in Beam Groups. Click OK. This is a global option, and will include 
all music that would normally be beamed according to the time signature (or any 
rebeaming you've done—see “Beaming—To rebeam a selected region”). 


To BREAK INDIVIDUAL BEAMS OVER RESTS 


If you Gnd rests you don’t want included in beamed groups, you can change beamed 
notes into flagged notes on a case-by-case basis. See “Beaming—To break (or create) a 
beam.” 


Beaming: Secondary beams [f rhythmic values smailer than eighth noces are beamed 
together, the sixteenth-note (and smaller value) beams are called secondary beams. Finale 
provides considerable independent concrol for such beams. 


To BREAK SECONDARY BEAMS ; 

If you want, you can specify places to break secondary beams even though the primary 
(eighth note) beam continues. 

* Click the Special Tools Tool Bl and click the target measure. The Special Tools window 
appears. 

© Click the Secondary Beam Break Tool ®3. A handle appears over every note grouped by 
a secondary beam. 

* Click che handle ar the right end of the pair of notes whose beam you want to break. The 
Secondary Beam Break dialog box appears, letting you specify exactly which beams you 
want to break. Lf you select Break Only, you can specify individual levels of beams to be 
broken. Thus if you select Break Only 32nds, the sixteench-aore beam (aad always the 
eighth nore beam) will remain intacr. If you select Break Through, Finale wiil break the 
beams of the note value you specify and all smaller values. 

© Select the desired Break options, and click OK. To restore che beam grouping, click the 
handle you used ro make modifications. When the dialog box appears, click Delete. 

© Close the Special Tools window by double-dicking the Control-menu box (upper left). 


To CHANGE THE DISTANCE BETWEEN BEAMS 
Finale lets you specify the amount of vertical space between the beams in sixteenth-note 
(or smaller value) beam groupings. 

© Choose Parameters from the Special menu. The Parameters dialog box appears. 

« Enter a new number in the Beam Sep. field. The units in this box are EVPUs, of which 
there are 288 per inch. 

* Click OK. You can also change the separation between secondary beams on a case-by- 


case basis with the Secondary Beam Angle Tool Fin the Special Tools Tool. See 
“Beaming: Feathered beaming.” 


To CHANGE THE ANGLES OF SECONDARY BEAMS 
See “Beaming: Feathered beaming.” 


Beam thickness The thickness of the beams on eighth nores (and notes of smaller value) in 
Finale is determined globally by a setting in the Parameters box in che Special menu. 


To CHANGE THE THICKNESS OF BEAMS (NON-POSTSCRIPT PRINTERS AND 

SCREEN DISPLAY) 

© Choose Parameters from the Special menu. The Parameters dialog box appears. 

¢ Enter a new aumber in the Beam Depth field. The units in chis box are EVPUs, of which 
there are 288 per inch. 

* Click OK. 













BEAT POSITIONS 


To CHANGE THE THICKNESS OF BEAMS (PosTSCRIPT DEVICES) 

* Choose Format from the Special menu. The Format Variables dialog box appears. 

* Click PS Variables. The PostScript Variables dialog box appears. 

¢ Enrer a new number in the Beam Depeh (float) text box. This number specifies the 
thickness of beams in printouts from a PastScript device. The default is 3 points (there 
are 72 points per inch). 

© Click OK twice. The change you've just made doesn’t affect beam thickness in the screen 
display—only in PostScript printing. : 

Beat positions The horizontal positions of che beats in the score are initially determined by 
the time signature. When you enter music into a new file, all measures are the same width, 
and the beats are equidistanc in each measure. When you respace the music using an 
Allotment Library, the beats are repositioned according to nonlinear spacing—in other 
words, the posicioning of beats in a measure chat contains a half nore and four eighth notes 
won’t be che same as in a measure with four eighth notes and a half note—even though the 





sai 
measures are the same width. Cae 
Both Mass Mover Meratools 3 and + noc only space your music evenly, bur chey also give e 
each measure a beat chart, providing handles chat you can drag horizontally co reposition i 
the beats in a measure (in all staves). . co 


To CREATE A BEAT CHART IN ONE MEASURE 
Until a measure has a beat chart, you won’r have control over the positions of the 
individual beats. If you apply. Mass Mover Metatool 3 or 4 to a certain measure, you 
affect the spacing of the notes in it and provide a beat chart for ir (see “Spacing”). The 
following method, adds a beat chart co the selected measures without changing che 
spacing of the music in them. 

© Click the Measare Attributes Tool [i] , and double-click the top handle at the end of the 
desired measure. The Measure Attributes dialog box appears. 

© Click Use a Beat Positioning Chart. Click OK. To copy the positioning mode you've just 
established to other measures, click the Mass Mover Tool. From the Mass Mover menu, 
choose Move Only, then choose Measure Items, click Measure Positioning, and click OK 
in each dialog box co rerum to the score. Drag the measure you've already modified so 

- chat it’s superimposed on the first target measure. Finale asks how many cimes you want 

= to copy the positioning mode. Enter the appropriate number and click OK. 





To MOVE A BEAT 
This process won’t work unless the targer measure has been configured to use a bear 
chart. To creare a beat chart, apply Mass Mover Meratool 3 or 4 (see “Spacing”) or see 
“To create a beat chart in one measure,” above. , 

* Click the Measure Attributes Tool [i]. Two stacked handles appear on cach barline. 

* Click the bottom barline handle of the target measure. The beat chart appears above the 
measure. The top row of handles indicates the positions of the beats according co the 
time signature (as they were before you cespaced the music). By dragging a handle on the 
bortom row, you can reposition a beat in all staves at once. 
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« Drag the desired beat’s handle horizontally. If you press Shift while draggi: 
to the right of the dragged handle move in ses as you double-click reid ea 
row handles, a new handle appears. This governs the position of the beac halfway . 
becween the handles on either side. 
if you double-click any top-row handle (excepe the first), che Bear Chart for Element (#) 
dialog box appears. This number (in EDUs, 1024 per quarter note) tells which beat’s (or 
subdivision of a beat’s) horizontal positioning is controlled by this handle. In other 
words, if the box displays 1024, then you can drag the lower handle of the pair to che left 
or right to reposition the occurrence of the second quarter note in all staves. This box can 
be extremely useful if, for ¢xample, you want to move the third nore of a rripler slightly 
to one side (in all staves). By calculating the proper number to enter into the Elapsed 
Duration text box, you can specify the precise element of the triplet you want the handle 
to control. (In this example, if the eighth-noce criplet begins on the first beat, you’d type 
683 into the box, because thar’s cwo-thirds of 1024.) 


Click the screen outside the beat chart to hide ic. 


Beats See “Beat positions.” 
Bends See “Pitch wheel.” 
Bird’s eye See “Fermatas.” 


Blank Pages You can create blank pages anywhere in your file. These pages can then be used 
for dialogue (in an opererta or musical), discussion (in a textbook), or ticle pages, for 


example. 


To ADD A BLANK PAGE AT THE END OF THE FILE 

¢ Switch to Page View if Finale isn’t there already. 

© Click the Page Add/Remove Tool ). The Add/Delete Page dialog box appears. 

© Click Add. 

To ADD A BLANK PAGE AT THE BEGINNING OR MIDOLE OF A FILE 

© Click the Page Layout Tool (Bl . Finale switches to Page View, if ir’s nor already there. 

* Scroll to, and click, the page before you want the blank page. [f you want a tile page, 
click the first page. In any case, the Page Layour window appears. 


© Click Blank Page. Finale pushes all the music from this page cnto che next page (and so 
on for subsequent pages of music to the end, where it creates a new page to compensate}. 


You can never lose music by clicking Blank Page. 
* Choose Recalc Music from the Page Layout menu. Click OK. 


Block rests See “Multimeasure rests.” 


Bowing Bowing marks for stringed instruments (upbow, V, and downbow, ®) are Nore 
Expressions. If you've loaded a Note Expression library into your file, you don’t have to 


create the symbol. 


To PUT A BOWING MARK ON A NOTE 


Click the Note Expression Tool . 
* Click on, above, or below the note. The Nore Expression Selection box appears. 
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© Lf you see the mark in the Note Expression Selection box, double-click it. You rerum co 
the score, and the mark is attached to the nore. 

* If you don’t see it, click Create. The Note Expression Definition dialog box appears. 

+ Type ALT0178 or ALTO179. These are the upbow and downbow marks, respectively. 


© Click OK, then Select. 


To MOVE OR DELETE A BOWING MARK 

© Click the Note Expression Tool [3]. 

« If the mark’s handle isn’t visible, click che note to which ic was attached. 

* Drag the handle to move the mark. Select it and press the arrow keys to “nudge” it for 
fine positioning. Select it and press Delete to remove it. If you delete the mark and it still 
appears to be on the screen, choose Redraw Screen from the View menu. 


To copy BOWING MARKS (AND OTHER ARTICULATIONS) 
See “Expressions: Note Expressions—To copy Note Expressions.” 


Brace (Piano brace) See also “Brackets: Sraves.” 
A piano brace, or “curly brace,” is a form of bracket in Finale. For information on 
inserting, moving, stretching, and deleting brackets (and braces), see “Brackets: Staves.” 


There are certain Finale parameters that apply solely to piano braces, however. 


To CHANGE THE SCREEN DISPLAY OF P{ANO BRACES 
A piano brace is a graceful, curly brace. Finale can substicute a cudimentary, straight-line 
piano brace to speed up screen redraws if you wish. If you print with a PostScript device, 
Finale prints che full, elegant curly braces in their place. If you print with a non-Posr- 
Scripe printer, you will have to cell Finale specifically nor to print the straight-line 
version. : a4 

* Choose Options from the Special menu. The Options dialog box appears, © 

* Click Faster Braces (so that the X disappears). Click OK. Now that Faster Braces is 
tumed off, Finale draws a closer approximation of a sue piano brace. 


To CHANGE THE SHAPE OF PIANO BRACES (PosTSCRIPT DEVICES) 

Because Finale deaws piano braces as PostScripc Bezier curves, you can modify cheir 
shape to a certain extent. 

© Choose Format from the Special menu. The Format Variables box appears. 

© Click PS Variables. The PostScripe Variables box appears. 

« Enter new numbers in the Piano Brace 1 and Piano Brace 2 boxes. Finale creates a piano 
brace by drawing two sets of curves, then filling the space in berween with black to 
produce a smoothly tapered brace. You can’t modify the ourer edge of the brace, but by 
changing the inner curves, you can make che brace thicker or thinner. The Piano Brace 1 
variable controls the thickness of the brace at che tips, and Piano Brace 2 controls the 
maximum thickness of each “wing.” (Technically, these two variables actually adjust che 
control poines of the Bezier curves used to draw che brace.) 

© Click OK, once in each dialog box. 


Brackets: Notes This entry contains information on creating a bracket ([) used to indicate 
that several nores are to be played with the same hand (piano music) or by a divisi 
orchestral section (string music). For information on brackets chat connect staves, see 
“Brackets: Staves.” For information on triplet (and other tuplet) brackets, see “Tuplets.” 
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A beacker chat encloses a group of notes is created as a Staff Expression in the Shape 
Designer. 


’ 
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To CREATE A NOTE BRACKET 

» © Click che Scaff Expression Tool (Wi and click the note to which the bracker will be - 

) artached. The Seaff Expression Selection box appears. 

* Proceeding through the dialog boxes, click as follows: Shape, Create, *Shape ID’, Creare. 

) You're now in the Shape Designer. 

® Click the Line Thickness Tool @]. Enter 50 and click OK. You’ve just specified a half- 

’ point line thickness (there are 72 points per inch). r 

) © Fill in the coordinate boxes as shown below, and click the specified tool after entering ae 
each pair. 

) & XY: Took 
24 Q Line Tool @! then Return ro Origin Tool 

) 0 72 Line Tool 
24 72 Line Tool 2 

) 

U 

’ 

’ 

’ 

) 

’ 

’ 

) 

) 
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* Click OK, then Select. In the Shape Expression Designer dialog box, click Lock Shape. 
Click OK or Select in each dialog box to return to the score. The nore bracker appears 
with a handle at each corner. 
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To MOVE AND RESHAPE A NOTE BRACKET 

* Click the Seaff Expression Tool (Ri and click the note to which the bracket was as 
artached. [ts handles appear. 

+ Drag the upper-left handle to stretch the bracket vertically. Drag the lower-left handle to 
move the entire bracket. Click any handle and press Delete to remove it. If you put more 
than one bracket into your score, be sure to place them using Staff Expression Metatools 
(see “Expressions: Staff Expressions—To create Note, Staff, or Score Expression oS 
Meracools”). If you don’t, you'll discover that every bracker in the score changes shape 
when you edit any one of them. 


Brackets: Repeat barlines See “Repeats (barlines and text indications).” 


Brackets: Staves Use the Bracket Tool to place staff brackets (including “curly braces” on 
piano staves) into the score. In general, a bracket gets assigned only to grouped staves. But 
7 SF because you can drag both the top and che bortom handle of a bracker, you can stretch it to 
encompass non-grouped staves. By dragging their handles, you can creace nested brackers 
} (one bracket within another). You can also creace “floaring” brackets, unattached to any 
staves and placed anywhere in the score. 
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) To GROUP STAVES (NECESSARY BEFORE BRACKETING) 
* Click the New Staff Tool {iil A handle appears on each staff. : 
j * Select the staves to be grouped. Drag-enclose or Shift-click the handles co select chem. te 


© Double-click any selected handle. The staves are now grouped. 
To PLACE A BRACKET ON GROUPED STAVES 


* Click the Bracket Tool [ii]. 
¢ * Click any grouped staff. The Bracket dialog box appears. ; 
r ¢ Click *Bracker ID*. A paletre of the three available brackers—solid bar, beacker, and a 
piano brace—appears. * 
) © Double-click the desired bracket. Click OK. 
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To MOVE OR STRETCH A BRACKET 
* Click the Bracket Tool [] . Handles appear on every bracket in the score. 


° Drag the bottom handle up or down. Drag the top handle left, right, up, or down. When 
you drag the top handle horizontally, the entire bracket is moved. When you drag either 
handle vertically, its length is adjusted. 


To DELETE A BRACKET FROM A STAFF GROUP 
* Click the Bracker Tool [tJ . Handles appear on every brackec in the score. 
© Click any bracket handle and press Delete. 


To CREATE ADDITIONAL (NESTED) BRACKETS . 
Create the first bracker in the usual way (see above). Then, co add an addirional bracket: 


* Click the Bracket Tool [#]. Handles appear on every bracket in the score. 

* Click any grouped staff. The Bracket dialog box appears, displaying the larest bracket’s 
number and position information. 

° Click the Next button, and specify the new bracker. Click *Bracker ID* to choose the 
new bracket, or type ics number into the text box. 

* Click OK. 


To MODIFY BRACKETS ON A SYSTEM-BY-SYSTEM BASIS (OPTIMIZED) 

There may be siruations where you need the bracket configuration to change from one 
system to another. For example, suppose only the lower staff of a piano part appears in a 
certain system. You could use the following technique co remove the “curly brace” from 
ic entirely, since there’s no upper staff with which it’s bracketed. The brace would still 
appear on all other systems, however. 

Nonmally, the Bracket Tool is inoperative in Page View (where you'll make these 
modifications). But if you optimize the. system (hide any empty staves), you'll find chat 
you can use the New Staff Tool and Bracket Tool in Page View to rearrange and 
rebracker che staves in the system. For a full discussion of staff optimizanon, see 
“Optimizing staves.” 

© Click the Page Layout Tool & . Finale switches to Page View, if ir’s nor already there. 

* Click the page on which the system appears. You enter the Page Layour window. 

© Click Staff Systems. You see a docred-line representation of each system. 

* Click the upper-left handle of the target system. Click Optimized. A dialog box appears, 
explaining che staff opdmization process. You want to optimize the system without 
necessarily removing empry staves from it in the process (although you can certainly do 
so if you want). 

* Click Yes. In the next dialog box, click Yes. Finale now presents a series of dialog 
boxes—one for each staff chat contains only rests in this system. Lf you're only interested 
in rebracketing certain staves, click No in each of these dialog boxes. If you do want to 
remove a staff from the system, click Yes when necessary. 

© Click OK to exit the Page Layout window. 

* Regroup the staves in the optimized system. To group staves, click the New Staff 
Tool l&! , drag-enclose the desired staff handles, and double-click any selected handle. 

© Click the Bracket Tool (tl . Add, adjust, or remove the brackets as necessary. 
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To CREATE “FLOATING” BRACKETS 
A “floating” bracker is unattached to any particular staff. It can appear anywhere on the 
page. Finale considers such a bracket purely graphic, so you can use either the Score 
Expression or the Staff Expression Tool to place ic. 

© Click the Staff Expression Tool (/ (to place the bracket in one staff) or the Score 
Expression Tool &! (to place it im several or all staves). 

* Click on, above, or below the note (for Staff Expression) or measure (for Score 
Expression) ro which you want to attach the bracket. The Scaif Expression or Score 
Expression Selection box appears. 

¢ Proceeding through the dialog boxes, click as follows: Shape, Create, *Bracker*, 
*Bracker ID*. The bracket selection palerte appears. 

© Double-click the desired bracket. 

Enter 144 in the Bottom Offset box. This aumber, in EVPUs (288 per inch), determines 
the initial length of the bracker. (If you don’t type any number into this box, the bracker 
will have no length at all—ie will be juse a stub.) You can always adjust the bracker’s 
length once it’s in the score. 

© Click OK or Select in each dialog box until the Expression Assignment box appears. [f 
you’re placing a Score Expression, you can click *Scaff List* ar chis poine to specify the 
staves in which you waar this bracket to appear. 

© Click OK. Sererch or move the bracker as needed (see “To move, stretch, or delete the 
floating bracket”). 


To MOVE, STRETCH, OR DELETE A FLOATING BRACKET 

© To move or delere the bracker, click the cool (Scaff Expression or Score Expression) you 
used to create it. Select the bracker’s handle. Drag che handle co move the bracket, or 
press Delete to remove it from the score. 

To stretch the bracket, click the Bracket Tool i! . Drag the bracker’s handles vertically to 
stretch it. 


Breath marks A breath mark ("}, or luftpause, appears in the score as a comma. In Finale, it’s 
a Note Expression. If you've loaded a Nore Expression libeary inco your file, you don’t 


have co create the symbol. 


To pur A BREATH MARK ON A NOTE 

© Click the Nore Expression Tool fi. 

* Click on, above, or below the note. (Even chough a breath mark appears between notes, 
you have to click a nore to place a Note Expression. Therefore, click the note just before 
the breach mark, and position che mark once it’s in the score.) The Note Expression 
Selection box appears. 

° If you see the breath mark in the selection box, double-click it. You will rerum to the 
score, and the mark will be artached co the note. 

« If you don’t see the breath mark, click Create. The Nore Expression Definitios-dialog box 


appears. 
° Type a comma (,). In the Petrucci music font, this is che breath mark. 
* Click OK, then Select. 


To MOVE OR DELETE A BREATH MARK 
* Click rhe Noce Expression Tool |?! . 


° If the mark’s handle isn’t visible, click the note to which it was attached. [f you can’t 
remember which note you attached ir to, you may have co click several notes. Wich each 
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wrong “guess,” the Note Expression Selection box appears. Simply click Cancel. (Lf you 
make ic a habit to artach the breath mark to the previous note, you'll always remember 
where to click in order to see its handle.) 

Drag the handle ro move the symbol. Select it and press the arrow keys to “nudge” it for 
fine positioning. Select it and press Delete to remove it. If you delete che mark and ir still 
appears to be on the screen, choose Redraw Screen from the View menu. 


To DEFINE A BREATH MARK FOR PLAYBACK 

© Click the Nore Expression Tool Gli you haven’t yer placed the mark in che score, click 
a note just before you want a breach mark. When the palette appears, click the desired 
symbol and click Edit, chen'skip to the instruction marked by the coda sign. 

© Click the nore to which the mark was artached. A square handle appears on the breath 
mark. 

* Double-click the handle. The Nore Expression Definition box appears. 

@ Click the word Playback. The Playback Definition box appears. 

© Click Time Based, Alter Duration, and Value is Fraction. In the Boctom Note fields, type 
1 and 2. The values you’re cyping into these boxes will determine how much pause the 
mark should create (a feat Finale accomplishes by shortening the note to which the mark 
is attached, much like a staccato mark). By typing 1 and 2, you've specified thar the note 
should sound for only one-half its notated value, and then take a “breath.” (Of course, 
you can enter any fraction you want.) 

© Click OK or Select in each dialog box to cerurn to the score. 





To copY BREATH MARKS (AND OTHER ARTICULATIONS) 
See “Expressions: Nore Expressions—To copy Note Expressions.” 





Breves See “Double whole notes.” 


Broken lines See “Dorred lines.” 
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CADENZA : CESURA 
i] 
3 
} Cadenza A cadenza—an unmeasured, free, often improvisational solo passage—presents 
several notational challenges. First, the nores are often smailer than usual. Second, there 
) may be many more notes within a measure than the time signature would normally allow. 
, To REDUCE THE SIZE OF NOTES “3 
) © Click the Reduce/Enlarge Tool). 
© Click the staff at the position of a note, but not on its notehead. The Reduce/Enlarge "a 
) dialog box appears. If you clicked a norehead, you'd be reducing only char norehead. You 
clicked the staff in order to shrink the entire entry group—all aoces, stems, flags, 
) articulation marks, lyrics, and beams that are connected to the group of notes. = 
) © Type 75. Click OK. You may find 75% reduction to be too large or too small. If so, 
experiment with other percentages. . 
} © Repear this process for the other notes in the measure. tai 
J TO PERMIT UNLIMITED NOTES IN ONE MEASURE 
) * Click the Measure Artributes Tool {il . A handle appears on each barline. 
© Double-click the handle at the end of the cadenza measure. The Measure Actributes 
) dialog box appears. 
© Click Track Total Duration. A measure with Track Total Duracon tumed on will evenly 
’ space the notes you put into it, no matter how many. 
¢ Lf you want co hide the ending barline (to continue che cadenza onto the next line), click 
‘ No Bar. ' 
, * Click OK. Be sure that Clip to Measure is unchecked in the SpeedOptions menu _and ae 
enter the music into the modified measure with the Speedy Nore Encry Tool @!. Use 7 
) the slash (/) key co break or create beams within the cadenza. When you exic the | 
measure, the “There are too many bears...” alert box appears. Click “Leave them alone”. a 
, 
) Cautionary accidentals See “Courtesy Accidentals.” . 


) Cesura The cesura (/), also called a full stop, double stroke, or railroad track, is a Note 
Expression. If you’ve loaded a Note Expression library intu your file, or if DEFAULT.MUS 
is in place, you don’t have to creare the symbol. 





To PUT A CESURA INTO THE SCORE 
ed * Click the Note Expression Tool &. 
* Click on, above, or below the note. (For best results, click the noce just before the cesura, 
and position the mark after you've placed ir in che score.) The Nore Expression Selection 


, box appears. 





© If you see the cesuca in the Note Expression Selection box, double-click it. You return co ae 
J the score, and the mark is attached to the nore, ; 
} « If you don’t see it, click Create. The Note Expression Definition dialog box appears. 7 
+ Type Shift-apostrophe ("). In the Petrucci music font, Shift-apostrophe corresponds to the” a 
} cesura mark. 
* Click OK, then Select. To create extra space after the nore to which the cesura is o 
: attached, use a beac chart, and spread che appropriate handles to make extra room (see H 
} “Beat positions”). = 
} To MOVE OR DELETE A CESURA E ; 
ia 
ip 


* Click the Note Expression Tool [3). 
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o If the mark’s handle isn’t visible, click the note to which it was attached. If you can’t 
remember which note you attached it ro, you may have to click several notes. With each 
wrong “guess,” the Note Expression Selection box appears. Simply click Cancel. (If you 
make it a habic co artach the cesura co the previous note, you'll always cemember where 
to click in order to see its handle.) : 


Drag the handle to move the symbol. Select it and press the arrow keys to “nudge” it for 
fine positioning. Select ir and press Delete to remove it. If you delete the mark and ic srill 
appears co be on the screen, choose Redraw Screen from the View menu. 


To COPY CESURAS (AND OTHER ARTICULATIONS) 
See “Expressions: Note Expressions—To copy Note Expressions.” 


Character names Character names (opera, musical theater) are Texr Expressions entered 
into your score as Seaff Expressions. Once you've created these markings, you can save 
them inco a Text Expression Library so that you can use them in other files. 


To PLACE A CHARACTER NAME INTO THE SCORE 

° Click the Staff Expression Tool [#!. 

* Click on, above, or below the note to which you want to attach the name. The Saif 
Expression Selection box appears. 

« If you’ve previously created the character name, double-click it. Click OK. The new Text 
Expression appears in the score, where you can adjust its position (see below). 

¢ If the name doesn’t appear in the Seaff Expression Selection box, click Create. The Text 
Expression Designer appears. 

# Type the character aame. Click Set Font to change the type style, and click OK. 

© Click OK or Select in each dialog box to return to the score. 


To MOVE OR DELETE THE CHARACTER NAME 
© Click the Staff Expression Tool [#1 . 
© Click the noce to which the name was attached. [ts handle appears. 


+ Drag the handle to move the name. Select it and press the arrow keys to “nudge” it for 
fine positioning. Select it and press Delete to remove it. 


Choirs (Instrument choirs) See “Staff groups.” 


Choral music See also “Hymns,” “Lyrics.” 
There are no specific instructions for working with choral scores—only a few tps. 
Work from a template (a blank, preformarted file)—either CHOR-PNO.MUS (in your 
TEMPLS directory) or one of your own design. This way, you'll save yourself the trouble 
of reconstructing the system each time you create a new file with che same formar. 
If the choir sings a section of homophonic music—where all voices sing the same rhythms 
and same words—use the Clone Lyrics command in the Lyrics menu to copy lyrics from 
one line to another. This way, if you need to change a lyric, you only have to edit it once 
(in a single Mass Create window) and the change will ripple through all vocal parts. 
Remember Finale’s Implode Music command if you want to create a piano reduction. (See 
“Piano reductions.”} 
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; CHORD SYMBOLS 
’ 
y Chords See also “Chord symbols.” 
) This entry discusses chords as several noces played together. For information on chord 
symbols, see “Chord symbols.” = 
) To edit chords in the score, you can use either of Finale’s editing tools—the Simple Nore 
) Entry Tool or the Speedy Note Entry Tool. Use the Special Tools Tool if you want to 
rearrange the notes of a cluster chord. m 
) 
To ADD NOTES TO (OR REMOVE NOTES FROM) A CHORD 
) * Click the Speedy Norte Enrry Toot Gi, and click the larget measure. A 
} ¢ Position the insertion bar on the existing note or chord. Position the crossbar on the 
desired pitch, You can position the cursors either by clicking or by using the arrow keys. 
) » Press Enter or double-click (to add a note where none exists), or press Backspace (to e 
remove the noce from the chord). 
) 


To CHANGE THE PITCH OF A CHORD 
) * Click the Speedy Nore Enay Tool &! , and click the target measure. 
* To change the pitch of a single note within the chord, drag it up or down. 
© To change the pitch of the entire chord, double-click one of its nores. On the second 












’ click, hold the button down and drag the entire chord up or down. 
’ TO CHANGE THE ENHARMONIC SPELLING OF A CHORD 
4 ) * Click the Speedy Note Entry Tool [!, and click the target measure. 
& * Position the insertion bar on the chord. You can position it either by clicking or by using 
a ) the arrow keys. 
ee * Position the crossbar on the note (to change a single pitch) or the stem (to change the 
Fe. ) “spelling” of the entire chord). 
3 i ) © Press the 9 key. Each time you press 9, the note or chord changes ics enharmonic spelling. 
7 ; ) TO REARRANGE THE NOTEHEADS OF A CLUSTER CHORD 
Bi © Click the Special Tools Tool (4! and click the targer measure. The Special Tools 
re ) window appears. 
* * Click the Notehead Tool [4] . A handle appears on every norehead. 
. j ; © Drag the noceheads horizontally. If the handles are in your way, click to uncheck Boxes. 
| ~ } The handles become invisible (but the notes are still draggable). 
{ 
i ) Chord symbols Finale’s chord symbols are intelligent with respect to key. If you decide to 
i i ) change key, the chord symbois are automatically transposed. Similarly, if you copy chord - 
PG symbols to a passage in another key, they'll be transposed when you paste them in. 
: i ’ If you’re going co add chord symbols co your score, you should prepare in two ways. First, 
2 j load (or build) a Chord Suffix Library (unless you’re working from the DEFAULT.MUS). 
: Second, choose a fonc for che chord letter narnes. (The font for che suffixes is Helvetica by Ey 


default. You can either change each suffix, character by character, as described below in 
“To Edit a Chord Suffix,” or change the fone for all suffixes at once, as described in a 
) “Fonts—To change every occurrence of one font to another.”) : 


Finale labels chords according to the standard cules of chord theory and “recognizes” 


) are 
almost any kind of chord ir encounters—major, minor, augmented, diminished, suspended, 

) sevenths, ninths, elevenths, and so on, even with alremate bass notes. He 

) 
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) CHORD SYMBOLS 





To ENTER CHORD SYMBOLS AUTOMATICALLY 
Using any of the three methods described here, you may occasionally encounter a dialog 
box telling you chat Finale doesn’t recognize the chord you just played (or the chord it 
just analyzed). If you click “I'll do it,” Finale displays the Chord Definition dialog box. 
Construct the chord as described in “To enter chord symbols manually by typing 
numbers,” below. - - - = . 

If you click “Ler Finale do ic” instead, Finale will construct the correct suffix 
automatically, displaying the chord symbol on the screen and adding its suffix ro its 
current library of chord suffixes. If you don’t care for Finale’s labeling of a chord (for 
example, Gm7 when you prefer G~7), you can edit the chord suffix (see “To edie a chord 


suffix,” below). : 
If you disagree with Finale’s analysis of a chord (for example, Am7/C when you prefer 
C6), remove the chord symbol from the score (see “To move and delete chord symbols,” 
below) and reenter the chord manually (see “To enrer a chord symbol manually by 
typing, numbers,” below). 

* Click the Chord Tool I . 

« CTRL-click the note or rest om which the chord symbol is to be centered. The Chord 
Analysis dialog box appears. (You can’t add a chord symbol to an empry [default whole 
rest} measure.) 

* If you want to play the chords oae by one from a MIDI keyboard, click OK. Play a 
chord, in any register, on your synthesizer. Finale places the chord symbol into the score, 
aligned with the baseline (controlled by che four triangles ac the left side of the screen). If 
you play the chord in anything but root position, Finale writes it as a chord-slash-bass 
noce, as in AnvE. To advance the ear cursor to the next note position, play any single key 
above middle C. To move the ear cursor backward to the previous note position, play 
any single key below middle C. 

« If you wane Finale to analyze the arusic on the staff you clicked, select Look at Oue Staff 
(Near-Sighted Eye). Click OK. Finale immediately analyzes the chord at the spot you 
CTRL-clicked, and places che chord symbol into the score. CTRL-click each chord for 
which you want a chord symbol to appear. eefda hia 08 

* If you want Finale to analyze the music on the staff you clicked pins the one just below it, 
select Look at Two Staves (Far-Sighted Eye). Click OK. Finale analyzes all the nores in 
both staves, and places a chord symbol into the score. CTRL-click each chord for which 
you want a chord symbol to appear. - iy a pee E 


7 To ENTER A CHORD SYMBOL MANUALLY BY TYPING NUMBERS 


* Click the Chord Tool I. 

© Click the note or rest on which the chord symbol is to be centered. (If you’re using che 
Voice 1/Voice 2 mechanism and wane the chord symbol attached ro a Voice 2 note, Shift- 
click instead.) The Chord Definition box appears. 

« Enter the roor scale tone. If there’s a different bass note, click Alternate Bass and encer its 
scale tone in the Alternate Bass text box. Subtract 1 from the scale degree numbers you 
type here. The Chord Definition box thinks of these numbers as the distance (in diatonic 
steps) from the first note of the scale, whose number is zero. For F/G in the key of C, 
then, the Root Scale Tone (F) is 3, and the Alrernate Bass is 4. 

If you need to alter the seale degree chromatically, type a number into the Alteration 
boxes. This number, positive or negative, alters the scale tone by half steps. For example, 
to create an Ab chord in the key of F, the Root Scale Tone is 2 (two steps above che first 
note of the scale) and the Alteration is -1. To create an “accidentalized” chord symbol 
where diatonic half steps occur requires a double alteration. For example, to create a Fb 
chord in the key of C, the Root Scale Tone is 4 (four steps above the firse note of the 


seale) and che Alteration is -3. 
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¢ Click "Chord Suffix ID*. The Chord Suffix Selection box appears. If you have loaded or 
created a Chord Suffix Library, the suffixes appear here. 

© Double-click the desired suffix. If you don’t want the chord symbol to play back, click 
Don’t Play so that it’s no longer selected. Doa’t Play Root and Don’s Play Bass conrrol 
other aspects of the playback of the chord symbol. 


* Click OK. . 
} 


To ENTER A CHORD SYMBOL MANUALLY wiTH MIDI pata INPUT 
Instead of creating a chord symbol by cyping numbers and clicking a chord suffix, you 
can play this dara from yqur MIDI keyboard. ~ 


* Click the Chord Tool FI. : 

© Click the note or rest on which the chord symbol is to be centered. The Chord Definidon 
box appears. 

© Click Listen to MIDI *Roor*. Play the root scale tone on your synthesizer. Finale 
automatically fills in the Root Scale Tone box for you. 

* Click *Rooc*. The word changes to *Bass*. 

° Click Listen to MIDI *Bass*. Play the bass note on your synthesizer. [f the bass note is 
different from the roor, Finale fills in the Alternate Bass box for you. 

* Click *Bass*. The word changes to *Suffix’. 

© Click Listen to MIDI *Suffix®. Play che rest of the chord on your synthesizer. Finale will 
only fill in the Suffix ID if ic recognizes the suffix—in ocher words, if ic matches a suffix ws 
definition in its Chord Suffix Libeary. (If no libeary has been loaded, or if Finale doesn’t 
find a match, nothing happens.) If you don’t want the chord symbol to play back, click 
Don’t Play (so that it’s no longer selected). Don’t Play Root and Don’t Play Bass control 
other aspects of the playback of the chord symbols. 


* Click OK. : 


To EDIT A CHORD SUFFIX ; 
When you edit a chord suffix, the changes you make affect every occurrence of this chord : 
suffix in the score. If you're already in the Chord Definition dialog box, skip to the 
instruction marked by the coda sign. 

* Click the Chord Tool I. B 

© Click the note to which the chord is attached. Its handle appears. 

¢ Double-click the handle. The Chord Definition box appears. 

Click *Chord Suffix ID*. The Chord Suffix Edicor appears. in chis window, you edit each 
character in the chord suffix individually, moving from one to the next with the Prev and 
Next burtons. ‘ 

Change a character in the suffix by editing the *Symbol* box. You can type only one 
letter ara time into this text box, unless you select Number, which lets you type a 
multi-digir number into the box. Instead of typing a character into the *Symbol* box, 
you can click the word *Symbol”, to see che complete palette of characters for the 
selected font. . é 
You can prefix any number or letter in the suffix with a +, -, b or } character. Click 
Prefix With and select che appropriate button. 

* Change the font, size, or style of the current character by clicking Set Foat. Remember, 2. 
you must set the font for each character individually. Be careful to match this chord 
suffix fone with a complementary chord root fone (which you choose from the Font 
Selection command in che Special menu). 

* Adjust the position of a character by dragging irs handle. A handle appears only on the 
character you are editing (move between characters with the Prev and Next burtons). 

Alternate method: type coordinates into the X (how far to the righr) and Y (how high up) : 
boxes in EVPUs, (288 per inch). The numbers you type won't affect the display undl you ee 
click Updare. fig 
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If you’re having trouble positioning a characcer because the square handle obscures ic, 
click No Boxes. The handles disappear but are still draggable—just click where the handle 
used to be. acta 

© Define the voicing this suffix is to use for playback by clicking Set Play. The Suffix 
Keynumber Offset box appears, presenting a series of text boxes into which you can type 
the numbers thar represent the notes of the suffix, as measured in half steps from the root. 
A quicker way to enter this data is to click Listen to MIDI. Finale displays a message 
asking you to play the root of the chord, so it will have a point of ceference from which to 
compute the keynumber offsets. You returt to the dialog box, where the Listen to MIDI 
box is still selected. Now pldy the suffix irself. Finale enters the appropriate numbers in 
the cext boxes and removes the X from the check box. : 
Remember char even though you just played a specific root and voicing, this suffix will 
remember the voicing no matter what ics root. 





To MOVE AND DELETE CHORD SYMBOLS 

* Click the Chord Tool I. 

* Click the staff containing the chord symbols. Four smail arrows appear at the left edge of 
the screen. These arrows concrol the baseline for the chord symbols—the line against 
which the borroms of the chord symbols align. 

* Lf you want to move more than one chord symbol, drag che positioning arrows up or 
down. Drag the first (leftmost) arrow up or down to move all the chords in the piece. 
Drag the second arrow to move the chords int this staff only, cegardless of che position of 
the leftmost arrow. Drag the third arrow, in Page View, to move the chords in this staff int 
this system only. Deag the rightmost arrow to set the position for the next chord symbol 
you enter—this doesn’t move existing chord symbols. 

¢ If you want to move a single chord symbol, click the note to which it’s attached. The 
chord’s handle appears. . 

© Drag the handle to move the chord. Select ic and press the arrow keys to “nudge” it for 
fine positioning. Select it and press Delete to remove it, 
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To ENTER A CHORD SYMBOL WHEN THERE'S NO NOTE BELOW IT 
Thus far, you've seen that chord symbols may be attached to a nore or rest (except for 
Finale’s default whole rests). However, there may be times when you want to put a chord 
symbol over a place where no nore appears. 
Suppose that you wane to put four chord symbols in a measure with only one melody 
note—a whole nore. The solution is to enter all four chords in a row (if you’re entering 
chords automatically from the MIDI keyboard, play the four chords in a row without 
playing a single note above middle C co advance the cursor). The subsequent chords 
appear directly above che first one. When you're finished entering chords, drag their 
handles co move them into position. 
If you need to widen che measure to make room, click the Measure Arcributes Tool a, 
and drag the ending barline’s handle co the right. 
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To create several chord changes in a measure with only one note, first attach aif the chard symbols to the 
same nota (left). Then drag each into place by its hanale (right). 
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CHORD SYMBOLS 


To ENTER A CHORD SYMBOL OVER A WHOLE REST 
Finale will only permic a chord symbol over an entry (a note or rest). However, the 
defaule whole rest that appears in any empty measure is a “placeholder” rest created by 
Finale. To attach a chord symbol to an empty measure, you first have to create a “real” 
whole rest. 

* Click the Speedy Note Entry Tool (SI, and click the empry measure. The edicing frame 
appears. : 

© Press the 7 key. If Use MIDI Keyboard has a check mark beside it (in the SpeedOpcions 
menu), you'll see a “real” whole rest appear. (If you have cumed off Use MIDI Keyboard, 
a whole nore appears. Click ir and press Backspace co convert it to a “real” whole rest.) 

© Click the Chord Tool f!. You can now attach a chord to the whole rest. Keep in 
mind chat the chord will be cenrered on che rest, which irself is always centered in the 
measure. If you want the chord symbol to appear at the beginning of che measure, you'll 
have to drag it into place as described above. 


To ERASE CHORDS FROM A REGION 

* Click the Mass Mover Tool}. 

© Select the desired region. Click to select one measure, Shift-click to select additional 
measures, drag-enclose to select several on-screen measures, click co the {eft of the staff co 
select che entire staff, or choose Select Alf from the Edic menu to select the entire file. You 
can also use the Ser Selection command in the Mass Mover menu to select a large region 


without scrolling. 
In any case, the Mass Edit menu appears. 

* Choose Erase from the Mass Edit menu. The Items to Erase box appears. 

+ Proceeding through the dialog boxes, click as follows: Only the Selected Items, Entries, 
Only the Selected Items, Chords. 

© Click OK or Select in each dialog box to renurn to the score. 


To COPY CHORDS FROM ONE REGION TO ANOTHER 
In this discussion, the “source measures” are those that currency conrain the chords, and 
the “target measures” are those to which you want to copy them. 

* Click the Mass Mover Tool I. 

* Choose Move Only from the Mass Mover mena. 

* Choose Entry Items from the Mass Mover menu. The Encry Items dialog box appears. 

* Click Chords to select it, and click OK. 

¢ Select the source measures. Click to select one measure, Shift-click to select additional 
measures, drag-enclose co select several on-screen measures, oF click ro the left of the staff 
to select the entire staif. You can also use the Set Selection command in the Mass Mover 
menu to select a large region without scrolling. 

* Drag the first source measure so that ir’s superimposed on the first target measure. If che 
first target measure is off-screen, scroll co it. Then, while pressing CTRL and Shift 
simultaneously, click ir. In either case, the “How many cimes” box appears. 

« Specify the aumber of times you want the chords copied, and click OK. Finale only places 
chords on notes that fall on the same beats as they did in the source measures. The 
chords will automatically transpose if the source and target measures are in different 
keys. 
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To PREVENT CHORD SYMBOLS FROM PLAYING BACK 
When you create a chord symbol, Don’t Play is nor selected in the Definition window—in 
other words, the chord will play back unless you specify otherwise. Unchecking Don’t 
Play for each chord symbol would be one way to prevent the chords from playing, but 
it’s a technique best used on a case-by-case basis. To prevent ail chord symbols from 
playing back, use the following technique. ‘ Sthaat 

« Click the Scaff Attributes Tool fe4 A handle appears on every staff. 

° Click the handle of the staff whose chords you want to prevent from playing back. The ~~ 
Seaff Attributes dialog box appears. : 

* Click Set Qurput. The Ourpar Routes box appears. 

* Type an Ourput Route number and a MIDI channel number to which no synthesizer is 
“tuned.” The chord symbols will be broadcast to an unused channel. For example, if you 
are using only one MIDI interface, any channel number berween 17 and 32 is considered 
“unused.” (If you don’t know the function of Output Routes, don’t worry. In general, 
you'll be safe if you cype the same number inco both boxes.) 


* Click OK. 


To PROGRAM A CHORD syMBOL METATOOL 
You can assign a complete chord symbol to each of the number keys 1 through 8 on your 
computer keyboard, for use as described below in “To enter a chord using a Metaroal.” 


¢ Click the Chord Tool 1. 

« While pressing CTRL, press a aumber key (1 through 8). The Chord Definition box 
appears. 

« Define the chord. See “To enter chord symbols manually” (above) for full instructions on 
creating chord symbols. 

* Click OK. Ie will appear as though nothing has happened but you have prepared Finale to 
encer the chord you just defined whenever you use the Metatool (sec below). 





To ENTER A CHORD USING A METATOOL 
This example assumes that you have programmed a Chord Symbol Meratool (see above). 
* Click the Chord Tool). 
* While pressing the aumber key (1 through 3) corresponding to the desired Metatool, click 
a note or rest. The chord symbol appears. 
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To CREATE oR LOAD A CHorD Surrix Liprary 
Once you've creared or edited chord suffixes in a file, you can save them in a separate 
library with irs own filename. The next time you want to add chord symbols to a piece, 
you can load this library, thus saving yourself the time ic would take to create or edit the 
chord symbols again. 

¢ To make a Chord Suffix Library of the chord suffixes and learned chords in a piece, 
choose Make Library from the File menu. The Make Library from. Current Piece dialog 
box appears. - 

° Click Chord Suffixes, then click Make. You're then asked to name the new library. 

» Type in a new filename and click Make. The next time you wane to add chose chord 
symbols to a piece, simply load the library you just created (choose Load Library from 
the File menu) and enter chord symbols in the usual way. 
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Clefs The clefs in Finale are intelligent: If you change a clef, che music that follows ceflecss the 
change. 


To SET THE STARTING CLEF FOR A STAFF 
Ser the starting clef for a staff when you are serting up other attributes for a staff. 

« Click the Staff Attributes Tool fed A handle appears on each staff. a 

» Click the handle of the desired staff. The Staff Attributes box appears. 

# Click *Searting Clef*. The palerte of eight clefs appears. 

« Double-click the desired def. Each of Finale’s clefs has a number, 0 through 7. Finale 
displays the aumber of che clef you selected in the *Starting Clef* text box. [f you know zs 
the number of the desired clef, you can bypass the clef selection palette by typing the 
number directly into the *Scarting Clef* text box. 


* Click OK. 


To INSERT A CLEF CHANGE 

+ Click the Clef Tool 

© Click the measure where you want the clef to change. The Clef for Measure (#) dialog 
box appears. (If there’s no music in the measure, Finale asks if you wan to insert a 
“ceal” whole rest so that it can proceed with the clef change. Click OK.) 

* Click the word *Clef* and double-click the desired clef in the palecte that appears. 

© Lf the new clef is ro begin the measure, dick OK. A box appears, asking you to specify the 30 
region to be aifected. (Ac the end of the region you specify, the clef currently in force will 
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’ be restored.) Click the appropriate region description. 

; « If the new def is to begin in the middle of the measure, click Go to Multiple. You return 
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) to the score with che clef—which now has a handle—at the beginning of the staff. Drag 
; the clef’s handle right, left, up, or down, positioning it as desired. The notes before and 
after ir will be renocated automatically. 


: To CHANGE A CLEF YOU'VE INSERTED IN MID-MEASURE 


+ Click the Clef Tool 2. 

© Click the measure where the def change occurs. The cle?'s handle appears. 

: * Double-click the handle. On the second click, bold the button down and drag left or 
right. As you drag the clef, its identity cycles through che eight standard clefs. 
Another way to edie the clef is to CTRL -click ics handle. You reeater the Multiple Clef 
dialog box, where you change the clef itself, its size, or its pesition. 








To CHANGE THE DEFAULT CLEF 
When you add a staff to che score, it initially appears with a treble clef, You can change : 
this defaule clef so chat any new scaff appears with another clef. & 
¢ Choose Parameters from the Special menu. The Parameters dialog box appears. i 


* Click *Default Clef*. A palette of clefs appears. i 
* Double-click che desired default clef. Click OK. Now any new staff you create with the ba 
New Staff Tool will initially appear with the default clef you specified. x 


To DESIGN A NEW CLEF _ 
You're not limiced co using the tradicional clets in Finale. You can create your own clef, 
using any symbol, with any nocational meaning. Each file you create can have eight clefs. 
To create your own, you'll have to replace one of the eight defaule clefs. 


+ Choose Clef Designer from the Special menu. The Clef Designer dialog box appears. 
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* Set the middle C line for this cleg by ‘yping a number into the Clef Adjustmene box, 4 
value of zero Places middle C og the top line Of the staff The dumber in chis box 
indicates the number Of lines or Spaces away fom this Op line middle C is to be. For 
example, the treble clef, which Places middie C one ledger line below the Staff, has a Clef 

Spaces 


Adjustmenr value of 10, because one ledger line below the Stat is tem lines and 
i IC staff, 


© Set the “stem Aipper” line by 'yping a oumber into the Middle Line box. The Middle 
Line value is Usually the middle line of the staff. Te sets the line OF space thar wilf be the 
dividing line between stems-up and Stems-down notes (and the determinane Of tie 
directions). This value, measured in lines and spaces. ig Measured from middle C. Foe 
example, the Treble clepPs “stem flipper is the Middle-of- sta ff B line. Therefore, its 
Middle Line value is 6 ( POSitive value), because the B line is six lines and SPaces aboue 
middle Cc, a 


ae 

clef is based On its musica] Meaning, For example, the baseline of the treble cleg isn’t the 
bottom of the character—ir’, the “cur that sits on the G line of the staff The baseline 
of the bass Clef is centered between the two dots (the F line), and sq on. Thus the ¥ 
Offset for the treble clef is ~6, six lines and Spaces lower than the top line of the seaff. 

If you're using 2 fone Other than Petrncei, click, Use Aux and °YPe a value into the Aux Y 
Offer. This Guinber sets the distance, in lines and Spaces, berweeg the normal baseline 
for the cleg (as defined in the previous Step) and its vertical position (Y Offser) when ir 
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* Click OK. From now on, any time you access the palerte of clefs (either in the Staff 
Attributes box or wichia che Clef Tool), you'll see the new clef represented as one of the 
eight available. Any music that follows it will be notated according to the definition of 
middle C (and the “stem-flipper” value) you’ve created. 
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To CHANGE THE GLOBAL HORIZONTAL POSITIONING OF STARTING CLEFS 

« Choose Format from the Special menu. The Format Variables dialog box appears. 7 

+ Enter new values in the Separations/Clef boxes. There are two text boxes next to the 
word Clef, both of which affect the horizontal placement of clefs throughour the piece. 
The lefe box determines how much space, in EVPUs (288 per inch), Finale wiil insert 
berween the left barline and the clef itself. The right box determines how much space, in 
EVPUs, Finale will insert between the clef and the key signature. (To change the global 
vertical positioning of clefs, see “To design a new clef,” above.) x 


* Click OK. 


To GLOBALLY CHANGE THE POSITION AND SIZE OF INSERTED CLEFS 
When the clef for a staff changes in mid-score, it’s customary to print tha inserted clef at 
a slightly reduced size. Depending on the symbol and font you're using, you may also 
need to adjust the reduced clef's horizontal position (distance from the barline) on the 
staff. The vertical position of such a clef is determined in the Clef Designer (see “To 
design a new clef,” above). Here’s how to modify the percentage reduction and position 
of an inserted clef. 

* Choose Parameters from the Special menu. The Parameters dialog box appears. _ 

« Enter a new percentage value in che Measure Clef Change/Percent box. The number here 
is the percentage ceduction (or enlargement) you want applied to an inserted clef. 

* To adjust the horizontal placement of an inserted clef, enter 2 new value in the Measure 
Clef Change/Offset box. This number, measured in EVPUs (288 per inch), determines the 
distance berween the clef and the following barline or notes. A negative number moves 
the clef farther co the left. 


Click OK. 


To SPECIFY THE LOCATION OF KEY SIGNATURE ACCIDENTALS IN A 
NONSTANDARD CLEF 
If you create your own clef, you can specify which line or space each accidental appears s 
on as you cycle through the circle of fifths. For example, on which F} line or space ‘ 
should che first sharp appear (in the key of G)? To specify this technical parameter, see 
# Sccidental Octave Placement for Clefs dialog box” in Finale Reference. 








Click track See “Metronome.” 


Closed symbols The closed symbol (+), commonly used in percussion and brass parts, isa 
Note Expression. [f you've loaded a Note Expression library into your file, you don’t have 


to create the symbol. 





To put A CLOSED SYMBOL (+) ON A NOTE 

© Click the Note Expression Tool a. . 

© Click on, above, or below the note. The Note Expression Selection box appears. 

«If you see the symbol in the Nore Expression Selection box, double-click ic. You return to 
the score, and the mark is attached to the note. & 

¢ If you don’t see it in the Note Expression Selection box, click Create. The Note 
Expression Definition dialog box appears. 
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© Type Shift—equal sign (=). In the Petrucci music font, the Shift-equal sign corresponds to 
che closed symbol. 
© Click OK, then Select. 


To MOVE OR DELETE A CLOSED SYMBOL 
© Click the Note Expression Tool |&. 
« If the symbol’s handle isn’t visible, click the note to which it was attached. 


© Drag the handle to move the symbol. Select it and press the arrow keys to “nudge” it for 
fine positioning. Select it and press Delete to remove it. 


Coda See also “D.S.” 








In Finale, che coda (@) is a form of repeat sign known as a text repeat, meaning that it 
functions the way a repeat barline would (bur requires no repeat barline). If you have no 
need for functional coda markings (that affect playback), see “To place the coda sign in the 
score,” below. 


To be the most helpful ro the musician, a score with a coda usually displays wo markings: 
the coda sign irself (@) and the “To Coda” indication. You can create boch of these wich 
the Repeat Tool When Finale encounters the “To Coda” marking, ic automatically directs 
the playback of your score to the measure displaying the @ sign—even if you later decide to 
move it to a different measure. 


To PLACE THE CODA SIGN IN THE SCORE 


* Click the Repeat Tool Hl. 

Click the measure in which you want the coda sign to appear. The Repeat Selection box 
appears. If you’ve loaded a Text Repeat Library—or if DEFAULT-MUS is in place—you 
should see the @ sign. Double-click ir and skip the next three steps. 

© Click Create. The Repeat Designer appears. 

« Type ALT0222. Click Set Font, and set the font to Petrucci 24 point. Click OK. In he 
Repeat Text box the mark scill appears in the System fone, Bur in the score, the mark will 
be a true coda sign, 7 3 ae oe 

* Click OK, then Select. Now you arrive at the Repeat Assignment dialog box. Here’s an 
important step: 7" mas nen 

¢ Note the Repeat aumber of the @ mark. Ar the top of the dialog box, you should see an 
indicator that says “Repeat: 1” (or whatever number Finale has assigned to your coda 
sign). You'll need to remember this aumber. 

« Click Mark. You've just defined this text repeat to be a mark—in other words, a marker 
to which other text repeats (such as “To Coda”) will direct playback. 

* Click OK. The coda sign appears in all staves. (To hide the marking in a certain staff, 

_ click the Seaff Arribures Tool, then click the desired staffs handle. In the Dont Draw 
section of the dialog box that appears, click Endings and Text Repeats. Click OK.) 


To MOVE OR DELETE THE CODA SIGN 

° Click the Repeat Tool Hl . 

° If the marking doesn’t already display a handle, click the measure to which it’s attached. 

* Drag the handle to move the sign. Select it and press Delete to remove it. In terms of its 
playback functions, the coda sign is still associated with che measure you originally 
placed it in, even if you drag it co a different measure. 
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To PLACE A FUNCTIONAL “To CODA @” MARKING 


If you follow chese steps, you'll create a functional text repeat chac actually directs the 
playback of your score to the measure containing the coda sign. ~ 

* Click the Repeat Tool Hi. 

» Click the last measure to be played before jumping to the coda. The Repeat Selection box 
appears. If the “To coda™ mark already appears in the window, skip che next three steps. 

© Click Creare and type To Coda #. You create the number sign (#) by pressing Shift-3. Set 
the fone and style by clicking the Ser Fone button. 

* Click Replace Number Sign with Repeat Mark in Target. In other words, when your “To 
Coda #” indication appears in the score, you want the number sign (#) co be replaced by 
the repeat mark irself—in this case, the @ sign (“To Coda @”). 

© Click OK. The “To Coda #” mark now appears in the list of Text Repeacs. ~ 

© Double-click the “To Coda #” mark. The Repeat Assignment box appears. : 

* Click Jump on Total Passes and enter a number in the Total Passes box. Enrer into the 
Toral Passes box on which repetition of this music the playback should jump to the coda 
sign. If this is a standard D.S. al Coda, in which the music up to the “To Coda” mark is 
played a total of cwo times, you’d cype 2 into the Total Passes box. 

* Click Jumper. Below the word Targer, click Repeat. You selected Jumper because the 
words “To Coda @” will make the playback jump elsewhere in the score. You selected 
Repeat because you want the playback co jump to another repeat mark (in this case the 
coda sign), noc necessarily a specific measure. 

* In the Target text box, enter the Repeat aumber of the coda sign you created. This is the 
number you remembered when you placed the coda sign into the score (see “To place the 
coda sign in the score,” above). 

Because you've specified chat the playback should jump co the coda sign itself (instead of 
specifying a measure number), you can change your mind about the location of the coda 
sign im the score. You can delete it and put ic ia another measure—even 2 measure thac 
precedes the “To Coda @” marking—and Finale will still direct the playback to it 
correctly. 

* Click OK. You recurn to the score, where the “To Coda ®” mark appeacs in every staff. 

(To hide the marking in a certain staff, click the Scaff Acributes Tool, then click the ae 
desired staffs handle. In the dialog box that appears, click Endings and Text Repeats. is 
Click OK.) 
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To MOVE OR DELETE THE “To Copa @” MARKING 

* Click the Repeat Tool & . 

¢ If the marking doesn’t already display a handle, click the measure containing it 

¢ To move the marking, drag its handle. To remove it, click the handle and then press 
Delete. i 
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Commas See “Breach marks.” 


) Composer credits To add a composer credit line (“Music by ...”}, use the Heades/Footer es 
Tool in Page View. : 


) — 
} To ADD A COMPOSER CREDIT 
* Click the Header/Footer Tool iG). Finale switches to Page View, if it’s aoc already there. E 
; * Double-click the page. The Header/Footer Designer appears with Header selected. If you a 
} want the credit to appear at the bottom of the page, click Footer (see “Copyright 
notice”). 





Lai COMPOSITE METERS 





© Type text for che credit in the text box. 

* Click Only On This Page and your choice of Justification. The three Justification options 
are Left (the header appears flush with che left margin, wich a handle on che left end), 
Right (the header appears flush wich che right margin, with a handle on the right end), or 
Centered (the header appears centered becween the margins, with a handle in the center). 

* Click Set Font, and choose a font and style for the header. Click OK, once in each dialog 
box. The credir appears on the first page. 


To MOVE OR DELETE A COMPOSER CREDIT 

® Click che Header/Footer Tool }, if ie’s noc already selected. A handle appears on 
every header or footer. 

Drag the handle of a header or footer to move it. Select the handle and press Delete to 
remove it. 
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Composite meters Composire merers (342, for example) are noc only valuable for creating 
unusual aime signatures. Because the time signature governs beaming in Finale, you can 
create a meter such as *#, so thar any music you enter will be aucomatically beamed in 
eighth-nore groups of three, three, and two, for example. (Once you've done thar, you can 
always return co the beginning and ser the meter for the entire piece back co 4/4, since 
Finale only beams according to the time signature present at the time the notes are entered. 
See also “Beaming—To rebeam a selected region.”) 


To CREATE A COMPOSITE METER 

* Click the Time Signarure Tool @]. A handle appears on each barline. 

© Click che handle of the measure in which you want the new meter to begin. The Time 
Signature box appears. 

© Click the upper Special barton. A special dialog box appears, displaying a series of three- 
box sets. These boxes allow you to enter the numerator of the composite meter. 

« Encer the series of numbers that constirute the numerator. [f the components of the 
numerator are incegers (as in a 3/4 + 2/4 meter), only enter numbers into the frst box in 
each set of three. Use the two stacked boxes of each set to indicate fractions (as in 24) for 
the numerator (keep in mind you have yer co build the denominator). Any fractions you 
build in this way appear in che score as decimals (as in 3.3/4). 

Click the right and left arrow burrons to move forward or backward in the chain of 
numbers. If you’ve already created several composite meters, use che Prev and Next 
buttons ro view composite numerators you've already created. 


» Click OK, then Yes. You see your numerator changes reflected in che meter display. 

© If there are also multiple denominators, click the lower Special burton. A similar box 
appears. Since there’s no such thing as fractional denominators, there's only one box for 
each denominator. These boxes correspond to che numbers you entered in the Special 
numerator window—the first three denominators will appear directly underneath the 
first three oumerators, for example. 
Finale will only accept standard denominacor values. There’s no such thing as a “chird 
note,” for example, so you can’t enter a 3 in one of these rext boxes. Finale will round 
off any such number to a legicimate value (1, 2, 4, 8, and so on). Click OK, then Yes in 
the Special Time Signature Lower Half dialog box. 


* Click OK and click the range of measures this change should affect. 
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To REMOVE A COMPOSITE METER 
© Click the Time Signature Tool @]. A handle appears on each barline. 
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* Click the handle of che measure at which the composite meter begins. The Time Signature 
box appears. 

© Click che upper Special burton. The Special dialog box appears. 

* Click Don’t Use. Repeat the process for the denominator (lower Special burton), if 
necessary. tee 

© Set the (non-composite) meter in the usual way, click OK, and click the range of measures 
this change should affect. 


Compound meters See also “Composite Merers.” 


Compound meters, sometimes called triple meters, are time'signatures whose chythmic 
pulses occur in threes, such as 3/8, 6/8, and so on. 


To CREATE A COMPOUND METER 

* Click the Time Signarure Tool @!. A handle appears on each barline. 

* Click the handle of the measure at which you want the new meter to begin. The Time 
Signacure box appears. 

* Click the upper buttons to increase or decrease the numerator, and the bortom ones to 
imerease or decrease the rhythmic value of the denominator. The way you define your 
tiple meter is very important, because it also governs beaming for the region ar the ame 
notes are encered. To beam eighth noces in groups of three, for example, the values of the 
notes in the Time Signarure window for a 6/8 meter should be two dotted quarter notes, 
not six eighth notes (which would produce 20 automatic beaming). In short, the lower 
buttons determine the rhythmic value of che pulse, including beaming groups, and the 
upper buttons determine fow marry pulses of chat rhythmic value. 

Click OK. The Do You Want to Change dialog box appears, lecring you specify the range 
of measures to be included in this meter change. 

© Specify the range of measures you want this change to affect. If you want to change the 
meter through a given measure, type ics number inco the text box before clicking “This 
Measure Through Measure __”. Finale won’t rebeam music that has already been entered 
in che affected region (see “Beaming—To rebeam a selected region”.) 


Conductor’s score See “Imploding music,” “Optimizing staves.” 


Con sordino See “Murtes.” 


Controllers (MIDI controllers) Controllers are devices on your MIDI keyboard thar 


modify che music in some way: volume and sustain pedals, piech and modulation wheels, 
and breath concrollers are some examples. You can record any controller dara when you 
use the Transcription Tool to cranscribe your music. 

This entry describes the general recording and playback of standard controllers. For 
informacion on specific controllers, see their separate entries: “Aftertouch,” “Patches,” 
“Pedaling,” and “Pitch wheel.” 


To SPECIFY WHICH CONTROLLERS YOU WANT TO RECORD (MIDI Fitter) 
Because controller dara consumes memory and disk space, you may opt not to record all 
types of conrroller data when you use the Transcription Tool. 

* Before recording a performance with the Transcription Tool i , choose Input Filter 
from che Transcribe menu. Finale displays che MIDI Input Filter dialog box. If you know 
che concroller numbers you want recorded, you can directly encer them. If you don’t 
know them, you can play them. 
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© Click Listen. Briefly play cack controller you want to record in your upcoming perfor- 
mance. As you tap each pedal or wiggle each wheel, Finale records their controller _ 
numbers in the four text boxes. Be sure to also play a note or two, to tell Finale thar ic 
should also record notes! ’ ; See 
Any controllers you don’t specify in this dialog box won’t be recorded. ; 


« Click OK. Proceed with your recording. od 
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To RETAIN CONTROLLER DATA FOR SCORE PLAYBACK ; 
When you record a performance with the Transcription Tool, Finale temporarily . ae 
remembers the controller dara you generared during the performance. However, Finale ~ 
discards this information when it cranscribes your performance into standard nocacon. 
If you'll later want to hear (or copy) this data make sure you follow these steps before 
transcribing: Pe ss 

* Record a performance with the Transcription Tool #!. ? 

¢ Before saving or transcribing the performance, click Caprare MIDI Xpression. [f Use 
Captured MIDI Expressions is selected in the Playback Options dialog box (in che 
Playback menu), Finale will play back the transcription applying the same controllers you 
did. ee 
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To copy OR ERASE CONTROLLER DATA 
See “MIDI—To copy or erase caprured MIDI dara.” 


Copying music This entry outlines some general techniques for copying music from one 
place to another. For instructions on copying specific elements of music, see also “Chord 
symbols,”“Lyrics,”“Noces,” and “Nore Expressions.” a 
See also “Mirroring”, which shows you how to creare “inrelligenc” copies that 
dynamically linked co their source music. . ole 


To SPECIFY THE MUSIC TO BE COPIED 

© Click the Mass Mover Tool (I . The Mass Mover menu appears. & 

¢ Choose the elements you want to copy from the Mass Mover menu. If you wan 
everything—music, lyrics, measure widths, expression marks, and al-—make sure Move: 
Everything is checked in the Mass Mover menu. Otherwise, choose Move Only, ang 

= make your specific copying requests from the subsequent menu irems. ie 

© Select the region of music yoa want to copy. Click to select one measure, Shift-click tc 
select additional measures, drag-enclose to select several on-screen measures, click to the 
left of che staff to select the entire staff, or choose Select All from che Edit menu to select} 
the entire file. You cam also use the Ser Selection command in the Mass Mover menu tor": 
select a large region without having to scroll. 
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To cory TO ANOTHER PLACE IN THE FILE 

« Select the music to be copied. The various methods for selecting music are outlin in. 
“To specify the music to be copied,” above. 

* Drag the first source measure so that it’s superimposed on the 
first carget measure is noc on-screen, scroll until you see ic. Then, 
Shifr-click the first target measure. 

In either case, the How Many Times dialog box appears (unless you're copyin 
target measure directly above or below the source region). x 


toa 
¢ Type the number of times you want the material (horizontally) copied. Click OK. 
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To MAKE A COPY OF A FILE FROM FINALE 
© Open the file and choose Save As from the File menu. A box appears, allowing you to 
) name the copy. No two Giles in the same directory may have exactly the same name. 7 
) Click Save. The copy of the file is left on the screen, and the original is automatically 
closed wichour saving changes. 


ad 


} To COPY MUSIC TO ANOTHER FILE (ONE SECTION AT A TIME) 

¢ Select the music to be copied. The various methods for selecting music are outlined in 
“To specify the music co be copied,” above. 

) ¢ Choose Copy from the Edit menu. 

© Choose Open from the File menu, and select the target file. 

* To insert the copied music berween two existing measures, click the measure just after 

} the desired insertion point. Choose Insert from the Edit menu. [n other words, if you 

want the inserted music to appear berween measures 3 and 4 of the target file, click 

' measure 4. [f the material you copied was from only one staff, but you're pasting into a 

many-staved score, the music on all the other staves will be shifted to the right (and 

) empcy measures added), even though you're only inserting into one staff. In other words, 
Finale will never misalign one staff's music with another’s. 

If, for example, che music was copied from ten staves, you don’t have to insert all ten 
staves’ worth into the carger scaff. You can highlight a single measure in only four staves 
of che targes file. Only the first four staves of the copied material will be inserted. (As 
before, all other staves in che target file will also be shifted co the right, so that the 
existing music doesn’t get misaligned.) On the other hand, if you do want the entire 
copied section to be inserted, be sure to select a measure in the target region at least as 
many staves “deep” as the copied region. 

* If you want the copied music to paste over (replace) the music in the target file, select the 
region of music you want to replace. The “target” region doesn’t have to be as large as 
che original copied section. If the copied material is ren measures long, you don’t have to 
paste over a full cen measures in the target staff. You can highlight only six measures and 
they’ll be replaced by the first six measures of the copied material (and che remaining 
four measures won’t appear in the target file). Therefore, if you do want the entire copied 
section to be pasted, be sure to select a region as large as the copied region. ; 

* Choose Replace Entries from the Edie menu. It’s called Replace Entries because it doesn’t uy 
wipe out any Score Expressions you've put into the target music. Only nores, musical 
elements actached ro chem, and Smart Shapes are replaced. 


7 To copY MUSIC TO ANOTHER FILE (MULTIPLE PASSAGES) 

* Select che music to be copied. The various methods for selecting music are oudined in 
“To specify the music to be copied,” above. nt 

* While pressing CTRL, choose Copy from the Edit menu. When you press the CTRL key 
while choosing Copy, you tell Finale co place the copied macerial into a file of its own, 
called a Clip File. By making Clip Files, you cam copy many sections from a single file : 
before closing it and then paste them, one by one, into a new file. You can also put often- : 
used passages or motifs into their own Clip Files, ready for pasting anywhere you need : 
them. . 

A box appears, asking you to name your Clip File. 

Name the Clip File, and click Save. Be sure to retain the file extension *.CLP” so chat 7 
Finale recognizes chis as a “clip” file. Repeat the process with as many other sections as 
you want: select the region, choose Copy while pressing CTRL, name and save the Clip 
File. i 

* Choose Open from the File menu, and select the target file. ‘I 
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«If you want to insert the copied music berween two existing measures, click the measure 
just after the insertion point. While pressing CTRL, choose Insert from the Edit menu. 
Once again, the CTRL key tells Finale you intend to access a Clip File. When you choose 
Insert, a list box appears, displaying che aames of the Clip Files you've created. Double- 
click the name of the desired Clip File. As before, if the material you copied was from 
only one staff, but you’re pasting into a many-staved score, the music on all the other 
staves will be shifted co the right (and empcy measures added), even though you’re only 
inserting into one staff. 

¢ If you want the copied music to paste over (replace) the music in the target file, select the 
region of measures whose music you want to replace. The copied material will only 
replace the selected region, even if all of ic doesn’t get pasted. Therefore, if you do want 
the entire copied section to be pasted, be sure co select a region as large as the copied 
region. 

© While pressing CTRL, choose Replace Encries from the Edit menu. A list box appears, 
displaying the names of the Clip Files you’ve created. Double-click the name of the 
desired Clip File. (As before, Replace Encries doesn’t wipe out any Score Expressions 
you've pur into the target music. Only notes, musical elements attached to them, and 
Smart Shapes are replaced.) 
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Copyright notices A copyright notice, often added to the bottom of the first (or every) page 
of a published score, is a form of footer in Finale. 





To ADD A COPYRIGHT NOTICE 

* Click che Header/Foorer Tool E! . Finale switches co Page View, if it’s noc already there. 

¢ Double-click the page. The Header/Footer Designer appears wich Header selected. If you 
want the notice to appear on the bottom half of the page, click Foorer. 

¢ Type text for the notice in che text box. To create the copyright symbol (©), rype 
ALT0169. : 

© Click Footer, Only On This Page (or All Pages), and your choice of Justification. The 
three Justification options are Left (the footer appears flush with che lefr margin, with a 
handle on the left end), Right (the footer appears flush with the right margin, with a 
handle on the right end), or Centered (the footer appears centered between the margins, 
with a handle in the center), 

© Click Ser Font, and choose a font and style for the footer. Click OK. 

© Click OK. The notice appears on che first page (or all pages, if you so specified), with the 
justificadon you specified. 





To MOVE OR DELETE A COPYRIGHT NOTICE 
* Click the Header/Footer Tool Gl , if ir’s nor already selected. A handle appears on every 
header or footer. 


* Drag the handle of the copyright notice to move it. Select the handle and press Delete to 
remove it. 


Courtesy accidentals A courtesy accidental, also called a cautionary or reminder 
accidental, is one that, according co the rules of accidental occurrence, isn’t strictly 
necessary before 2 note. Bur there are times when che composer wants to remind the player 
thar an accidental is (or is not) in effeer for a particular nore. For example, in a measure 
containing several Ge accidentals, the first G in the next measure often has a courtesy 
natural attached, even though the Gb is technically canceled in the new measure. 
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To CREATE A COURTESY ACCIDENTAL 

* Click the Speedy Note Entry Tool {Bi , and click the target measure. The editing frame 
appears. 

* Click the notehead for which you want the accidental displayed. You can also position 
che insertion bar and crossbar on che norehead using the arrow keys. 


« Press the asterisk (*} key. If there was no accidental on the note, a courtesy sharp, flat, or 
natural now appears. (If there was an accidental on the note, it is now hidden. Press the 


asterisk again to restore it.) 


To CREATE PARENTHESES AROUND AN ACCIDENTAL 

° Click the Speedy Note Entry Tool (BI, and click the target measure. The editing frame 
appears. 

© Click the notehead whose accidental you want enclosed. You can also position che 
insertion bar and crossbar on the notehead using the arrow keys. 

© If the note already has an accidental, press the P key. 

« If you want to create a courtesy accidental simultaneously, press the P key and then the 
asterisk (*}. To remove the parentheses while preserving the accidental, press the P key 


again. 


Courtesy key signatures Under usual circumstances, the key signature for a scaff appears 
only at the beginning of each line, or at a key change. However, you can force the key 
signature to be displayed in any measure. 


To FORCE THE DISPLAY OF THE KEY SIGNATURE IN A MEASURE 

* Click the Measure Attributes Tool lll . A handle appears on each barline. 

© Double-click the (top) handle ar the end of the measure in which you want the key 
signature to appear. The Measure Actribures dialog box appears. 

© Select Restrike Key. Click OK. You can also hide a key signature in a measure where it 
would normally appear by selecting Ignore Key. 


Courtesy time signatures Under usual circumstances, the time signature appears only ac 
che beginning of a piece or at a meter change. However, you can force che time signature to 


be displayed in any measure. 


To FORCE THE DISPLAY OF THE TIME SIGNATURE IN A MEASURE 

© Click the Measure Attributes Tool fl. A handle appears on each barline. 

* Double-click the (top) handle ar the end of the measure in which you wane the key 
signature to appear. The Measure Artribuces dialog box appears. 

+ Select Restrike Time. Click OK. You can also hide a time signature in a measure where it 
would normally appear by selecting Ignore Time. 


Credit lines See “Composer credits.” 


Crescendo/Decrescendo Acrescendo may be notated either as a “hairpin” shape or as 
text (crese. or crescendo). The hairpin can be created with either of wo Finale tools, 
depending on your purpose. If your goal is to create a graphic crescendo marking, you can 
do so quickly and easily wich the Crescendo Tool (one of the Smart Shapes, in the Simple 
Noce palerte). A Smart Shape crescendo has two special advancages: first, it expands and 
contracts along with the music ic affects; second, ir automatically breaks inco two segments 


if it straddles cwo staff systems. 
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If you want a graphic crescendo that also plays bask tor che word crese. that alsa ulfects 
playback), you can use the Staff Expression or Scuvw Expression tools. This metheut is 
complex, but ic is also very flexible. A Score Expression crescendo for example, call appear 
in more chan one staff at once. , Pere 


The process is nearly identical for creating a crescent, of , endo marking. 


To crEaTE A SMART SHAPE (GRAPHIC) C8tseenno oR DECRESCENDO 
MARKING 

. os tbe dens Note Entry Tool 21. The tool pmterre changes to display the Simple Nore 
© Click the Crescendo Tool © or Decrescendo Tou = 


¢ Position the cursor so thar irs arrow points to che «141 chi 
king to begi aff and measure where you want He 

© Double-click and, on the second click, hold the nero ; Your 
double-click marks the pointed end of the cresceun, ; sete a pa el scando). 
Dragging z the length of the marking. Reare the mouse button when yrns'V 
positioned the right end of the marking about wr, you want it: 
It’s a good idea to press the Shift key just before 4, double-click and hold ic dawn while 
you drag. This constrains the lengthening of the ame to 4 perfecrly horizoneal 7tane, 50 
thac the marking is symmetrical and level. 


To MOVE, RESHAPE, OR DELETE A SMART Sweep carscENDO OR DECESCENDO 
If a smart shape is selected, it displays a boundiey 1 IF <6, skip co the last step- 


© Click the Simple Note Entry Tool (i. The tooi Yao : 7 Note 
Enery Tools. ¢ changes to display the Simple 

* Click the Crescendo Tool EI or Decrescendo Tow >: is 
shape created with this tool displays a handle,” Any erescenagion 

© Click the handle of the shape you want to modify , «tee eplth 
that the shape is selected. Sonne Bek. Ap pears ince" 

© Drag the right of left ends of the bounding box ica, tots. D apper- 
middle part of the bounding box to widen the openond ae mane = gwer 
middle to move the entire shape. Press Delete 10 aap ie. If you press Shit whe 
dragging, che pointer will be constrained to perma. oy: or vertical mownOrnts. 
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To creaTE a TEXT EXPRESSION (SUCH AS “sage.” og “DECRESC.”) 
You can use any text you want in a Text Expresonn », ~ndo,” “diminuend ” and so 
on. 


# Click the Seaff Expression Tool {#! (to place the mating j th 
Score Expression Tool | (to place it in severai w: ee staff) or the 








-~— wre we wo wowewewrw wo we ww w 


iC] CRESCENDO/DECRESCENDO 





© Click on, above, or below the note (for Staff Expression) or measure (for Score 
Expression) to which you want to attach the marking. The Seatf Expression or Score 
Expression Selection box appears. Lf the crescendo or decrescendo marking already 
appears in the list, double-click ic and click OK. You return to the score. 

Click Create. The Text Expression Designer appears. 45 

Type the text for your Text Expression (crescendo, diminuendo, erc.). To set the font, 
click Ser Fone, make your selection and click OK. If you don’t need to define the expres- 
sion for playback, click OK o Select in each dialog box to return to the score. [f you do 
wane the mark to affect playback, skip to the instruction marked by the coda sign in the 
next subentry. Follow the instructions there until the final step, whereupon you can go 
ahead and click OK (instead of Cancel). The mark will appear in the score. 


To CREATE A SHAPE EXPRESSION CRESCENDO (GRAPHIC AND PLAYBACK) 
This method of creating a crescendo is complex, bur very flexible. Ir involves placing into 
the score a hairpin symbol that has been defined for playback. You can use either the 
Seaff Expression Tool (to place the symbol in one staff} or the Score Expression Tool (to 
place the symbol in multiple staves). 
If DEFAULT_MUS was in place when you created the file, you can skip these instruc- 
tions, because ir contains predefined hairpin symbols. You can likewise avoid construct- 
ing your own hairpins if you load a Shape Expressions Library by choosing Load Library 
from the File menu. In either case, jump ahead to che subencry, “To place a Shape 
Expression crescendo into the score.” The instructions below show you how to create the 
symbol from scratch. For a more complete description of the Snape Designer, see “Shape 
Designer.” 

© Click the Score Expression Tool S71, Because che Scaff Expression and Score Expression 
tools access the same palerte of symbols, it doesn’t matter which cool you use to creare 
the shape. , 

* Click any measure. The Score Expression Selection box appears. 

* Proceeding through the dialog boxes, dick as follows: Shape, Create, *Shape ID*, Create. 
You’re now in the Shape Designer. 

¢ Fill in the coordinate boxes as shown below, and click the specified tool after entering 








each pair. 

For a crescendo: 

496 46 Line Too! 2, then Return ro Origin Tool #2] 

496 44 Line Tool 4] ; 

For a decrescenido: 

-196 44 Line Tool 1, then Rerum to Origin Tool # 

+496 4 Line Tool . j 


For best results, now drag the gray square handles outward so that the “bounding box” 
encloses the hairpin, as shown below. (This bounding box determines how the shape will 
appear in the Shape Expression Selection palerre.) 
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* Click OK, then Select. Now that you’ve created the shape, define ir for playback. The 
crescendo will follow an executable shape—in other words, the volume level will change 
according to a contour you draw in the Shape Designer. 

This executable shape will look nothing like che Svape Expression (hairpin) chae 
represents it in che score. A crescendo represents a steady volume increase over time; 
therefore, irs executable shape is a straight diagonal line slanting upward. The steeper the 
line, the greater the volume increase. : 


@ Click Playback. The Playback Definition box appears. 

« Click Key Velocity. Key Velocity is the MIDI parameter to be affected by this symbol. 

* Click Execute Shape. Proceeding through the dialog boxes, click as follows: Create. 
*Shape ID*. Create. You're again in the Shape Designer, teady to “graph” the volume 
change. : . ; . ‘ 

+ Type 288 into the X: box, and 288 into the Y: box. Click the Line Tool ). If you're 
creating a decrescendo, type -288 in the Y box instead. 

You’ve just graphed an executable shape—a graph of volume over time. Drag the gray 
handles so that the bounding box encloses che shape. 

* Click OK, then Select. You’re back at the Executable Shape Designer. 

¢ Type 3 into the first Level Scale box. You're specifying che degree of volume increase (or 
decrease) to be affected by your executable shape. A 4:1 Level Scale produces a crescendo 
chat’s twice as pronounced as a 2:1 Level Scale. For more information, see “Executable 
Shape Designer dialog box” in Finale Reference. 

© Click OK or Select in each dialog box until the Score Expression Selection dialog box 
appears. 

¢ Click Cancel. You don’t want the mark to appear in che score yer. 


To PLACE A SHAPE EXPRESSION CRESCENDO INTO THE SCORE 
Once you’ve defined the shape (or loaded a Shape Expression Library, or begun your 
work from DEFAULT.MUS), all you need to do is place ir into the score. Remember thar 
only one of each shape is currently present in the piece (in the Shape Expression Selection 
box). If you had placed four crescendos into the score and then decided to stretch or 
reshape any one of them, you’d change the shape of all four at once, because you'd .- sre 
actually be redefining the shape of the one crescendo marking. ¥ 














Sometimes this effect—changing the shape of ail occurrences of a shape at once—is sare 
desirable. Most of the ime, however, you’ll want each crescendo to be independent. we 
= Hence, these instructions explain how to assign a crescendo to a Metarool, Each time you rs! 

use a Meratool to place a shape into the score, Finale will create a duplicate of the bao 
original shape, allowing you to reshape any one of the symbols without affecting the _ 
others. (When you return to the Shape Expression Selection box, you'll find that for each aS 
time you used this Metarool, another copy of che hairpin was added to the palette.) Quik. 

To program a Staff Expression or Score Expression Metatool, click the Seaff — 

i Expression Tool £¥l or Score Expression Tool &! . Remember, the Staff Expression ‘ 

Metatool will place the symbol in only one staff, the Score Expression Meratool will - 
place the symbol in all staves (or, if you use Staff Lists, a subset of staves). However, the a 
two tools share che same set of eight Meracools, so it really doesn’t matter which one is a E 
selected when you create your Meratool. bat 

° Press CTRL-1. The Staff (or Score) Expression Selection palecte appears. (You can weal 
actually assign a shape to any of the Meratool numbers, 1 through 8. For this example, if 


we'll link a shape to the number 1 key.) 
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° Click Shape, and double-click the hairpin shape. You're returned to the score, having 
successfully preprogrammed the Metarool. Here’s how to use it: 

* While pressing the 1 key, click the score. If this shape is to be a Scaff Expression, you 
must click above, on, or below a note or rest. If ir’s a Score Expression, you can click 
anywhere on, above, or below a measure, even a blank one. In either case, the shape now 
appears in che score. 


cry 


To MOVE OR DELETE A CRESCENDO (TEXT EXPRESSION OR SHAPE 
EXPRESSION) . 
* Click the tool (Seaff Expression or Score Expression) that you used to create the - 
expression. P 
* Click the aote (Staff Expression) or measure (Score Expression) to'which the expression 
was attached. Its handle appears. (If the crescendo is a Shape Expression, the handle chat 
moves the shape is the one at the “point” of the hairpin.) 
Drag the handle to move the expression. Select ic and press Delete to remove it, If che 
crescendo is a Shape Expression hairpin, drag the handles on the open end to reshape ic. 


Cross-staff beaming See “Cross-staff notes.” 


Cross-staff notes See also “Reverse stems.” 

A cross-staff note is one chat “belongs” co one 
staff bur, for notational efficiency (for example, 
to eliminate the need for ledger lines), is wriccen 
in another staff—often with a different clef. Irs : i 
stem is stretched from che original staff to the 
“target” staff. You encounter cross-staif nores 

most often in keyboard music. 





In Finale, you enter the music on the original (“source”) staff and use the Note Mover Tool ’ 
to move selected notes to other staves, 


TO CREATE CROSS-STAFF NOTATION 
¢ Enter che music in the usual way (all on one staff). 

* Click the Nore Mover Tool &] . The Note Mover menu appears. 

© Choose Cross Seaff from the Note Mover menu. 

* Click the measure containing the target notes. A handle appears on each nore. 


© Select the notes to be moved. You can select a single aoce by clicking its handle, : 
additional notes by Shift-clicking their handles, and a group of notes by drag-enclosing ¥ 
them. When selected, the handles become highlighted. 

Drag any selected handle to che desired target staff. As you drag the single handle, ail s 
selected handles move simultaneously. You don’t need to drag the handles to any "| 
particular pitch on the new staff—simply release the mouse button when the cursor is 
directly on the carget staff, and you'll find char the notes have aow moved to the new : 
staff. Their beams and stems, however, still originate in the source staff. | 

1 





To RESTORE CROSS-STAFF NOTES TO THEIR SOURCE STAFF 4 
* Click the Note Mover Tool &] . The Nore Mover menu appears. i, 
fl 


* Click the source measure. Don’t click the measure that now contains che notes. Click che 
measure they came from. A handle chen appears on each nore. 
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CROSSED HANDS 


by clicking its handle, addi- 


# Select the notes to be moved. You can select 4 single note 
f nores by drag-enclosing them. 


onal notes by Shift-clicking their handles, and a group 0 
When selected, the handles become highlighred. 

« Press Delete. The selected notes are returned co their source staff. 

To RESTORE CROSS-STAFF NOTES TO. THEIR SOURCE STAFF TEMPORARILY 
Arames, you may find your score easier to edit if all cross-staff notes are displayed on 
their original or “source”™ staves. Wich the following technique, you can tell Finale to 
restore them in this way temporarily. When you're ready to print the score, you can rell 
Finale to display them once again on the “cargec”™ staves to which you dragged them. 


» Choose Options from the Special menu. The Options dialog box appears. 


ow Cross Staffed Notes (to uncheck it). Click OK. When you want the cross- 


* Click All 
staff noces to return to their target staves, reselect Allow Cross Staffed Notes. 


Crossed hands There are several conventions for norating crossed-hands playing in keyboard 
inale’s cross-stalf notes fearure (see “Cross- 


music. For example, you may choose to use Fi 
staff notes”), and you may need co change the clef for one of the staves (see “Clefs”}. 


If you play a crossed-hands performance into the Transcripdon Tool, Finale will acrempt to 
track the positions of your hands as you play, even if the hands cross. To take advantage of 
this feacure, choose Splic, By Hand Width from the Transcribe menu after recording your 
performance. A dialog box appears, asking you to type (oF play) your hand width. This 
doesn’t necessarily mean the widest interval you can play with one hand; rather, it means 
the widest interval you played in the piece. When transcribing, Finale will attempc to 
separate che CWO hands onto two staves based on this maximum hand width. Of course, 
this fearure works best if chere is some degree of separation between your hands during the 


performance. 
Because Finale knows the location 0 





f each hand at each moment, ic will accurately notare 
passages where your hands cross—provided, again, that there is sufficienc clarity of the two 
hands’ parts, of rhythm and of separation. When you transcribe the performance you'll 
find that, while Finale doesn't attempt to change clefs for you, the correct notes are 
transcribed onto the proper staves- 









player under normal circum- 


reduced-size notes in a score that a 
other 


stances isn’t meant tO play. Usually they indicate musical material being played. by 
instruments, and are used as an aid for keeping crack of one’s place in the music, especially 
during long rests. They may also appear in one player’s part for him or her to play im case 


the primary inscrument or player isn’t available. 


~ Cue notes Cue notes are 





To CREATE CUE NOTES ON A FULL-SIZE STAFF 

Enter the music at normal size. 

« Click the Reduce/Enlarge Tool El. 

# Click the stemt of the note to be reduced { 
Percentage box appears- If several notes are 


not its notebead). The Reduce/Enlarge 
beamed rogether, you need only click the 
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first one. All attached notes will be uniformly reduced. Lf the nores aren’t beamed, you'll 
have co repeat this procedure for each nore. You should avoid clicking the notehead 
(doing so will result in a smaller norehead attached to full-size stems, beams, and flags). 


« Enter the desired reduction value. For cue notes, 60% to 75% of full size is a typical os 
reduction. . 

* Click OK. The note, chord, or group of beamed notes is now reduced. [f you need more 
chan one measure full of cue notes, see “To copy cue note reductions to other measures.” ty 


To CREATE A CUE STAFF 
You can also create an entire staff at a reduced size. . 


e Enter the music at normal sizet 

Choose Page View from the View menu. 

© Click the Reduce/Enlarge Tool &l. 

* Click to the left of the desired staff. The Reduce/Enlarge dialog box appears. 

« Enter the desired reduction value. For a cue staff, 60% to 75% of full size is a typical 
reduction. 

© Click OK and specify the range of systems in which you want this staff reduced. You can 
also reduce an entire system. Follow these same instructions, but instead of clicking to 
the left of a staff, click between cwo staves. You'll be offered rwo extra options: Hold 
Margins (to ensure that the Aorizontal dimension of the system doesn’t get reduced) and 
Close Up Space (to reduce the space below the system as well). For a further discussion of 
these options, see “Percentage Reduction/Enlargement dialog box” in Finale Reference. 


To RESTORE A CUE NOTE OR CUE STAFF TO FULL SIZE ONE-BY-ONE 

* Follow the instructions above, but when the Percentage Reduction/Enlargement box - 
appears, click Delete. [f you clicked a note, ir’s restored to full size. If you’re restoring a 
cue staff to full size, Finale now asks whar cange of systems you want affected. Click the 
appropriate check box. 





To RESTORE A REGION OF CUE NOTES TO FULL SIZE 


* Click the Mass Mover Tool (Sl . The Mass Mover menu appears. 

© Select the measures containing the existing cue notes. Click to select one measure, Shift- 
click to select additional measures, drag-enclose to select several on-screen measures, 
click to che left of the staff to select the entire staff, or choose Select All from the Edir 

- menu to select the entire file. You can also use the Ser Selection command in the Mass 
Mover menu co select a large region without scrolling. 

Choose Erase from the Mass Edit menu. Proceeding through the dialog boxes, click as 
follows: Only the Selected Items, Entries, Only the Selected Items. A dialog box appears, 
listing various elements you can erase. 

* Click Note Head or Percentage Alterations. Click OK, once in each dialog box. 





To COPY CUE NOTE REDUCTIONS TO OTHER MEASURES 
If you have many measures that will contain cue notes, you don’t have to click each note, 
one by one, in each measure. Instead, you can create cue notes in just one measure and -_ 
copy the reduction data to other measures. t 
* Click the Mass Mover Tool !. The Mass Mover menu appears. 
« Choose Move Only from the Mass Mover menu. 
¢ Choose Entry Items from the Mass Mover menu. A dialog box appears, listing various 
elements you can copy. 
© Click Note Head or Percentage Alterations. Click OK. 
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* Select the measures containing the existing cue notes. You can select one measure by 
clicking, additional measures by Shift-clicking, a screenful by drag-enclosing, an entire 
staff by clicking to the lefr of it, or the entire piece by choosing Select All from the Edir 
menu. ; ela” is 

© Drag the first selected measure so that it’s superimposed on the first targer measure. If the 
target measure isn’t visible on che screen, scroll to it, chen CTRL-Shift-click ir, In either 
case, the “How Many Times” dialog box appears (unless you were copying to another 
measure directly above or below the source region). 

© Specify the number of times you want the source region of reduction data copied 
horizontally. Click OK. Finale will reduce only chose notes thar occur on the same beats 
as the original cue notes. To ensure that all notes in the target measures get reduced, try 
this technique. Create a “dummy” measure with a string of unbeamed eighth notes (or 
sixteenths, or whatever is the smallest cue note value in your piece). Take the ame to 
reduce each note in the measure individually. (Remember to click the stem of che note.) 
When you copy the reduction dara of this measure to other measures (as you've done 
here), every carger nore will automatically be reduced uniformly, regardless of what beat 
it falls on o its value—because you’ve ensured that every beat of the source measure has 
been reduced. After you’ve completed che copying, delete the notes in the “dummy” 
measure. . 


Cue staves See “Cue noces.” 


Cutaway scores 4 cutaway score is one in which staves can begin and end in mid-system, 
appearing anc disappearing in the score as necessary. 
Iv’s easy cocuez to create scores in Finale wich entire staves thar are present in each system 
only whex ster concain noes. Indeed, hiding staves in each system that contain only rests is 
the main ecae of Finale’s staff optimization feavure (see “Optimizing staves”). 


Such staves sil occupy the full margin-to-margin width of the system, however. If you 
want a stxZ = begin or end halfway across the page (when the other staves in the system 
continue al =e way to the page margins), you'll have to mask, or cover up, the portion of 
each staif »on_ton’t want to appear. The following technique only hides the masked 
portion of sesaff when you print the file on a PostScript device. 


To mask 2 pation of a staff, you'll create a solid white rectangle as a Shape Expression. By 
placing this spe over part of a staff, you can make the staff appear to end in mid-system. 
If you need etiace more than one of these special shapes into your score, do so by using 
Staff Excpresemx Metatools. If you don’t, you'll be resizing all occurrences of the shape any 
time you smear reshape any one of them. See “Expressions: Staff Expressions—To create 
Note, Stax. -xscore Expression Meratools” for full instructions. 


TO MASK a 2ORTION OF A STAFF 

© Click the Saf Expression Tool [#1 , and click a note in the staff you wane to mask. 
Click 2 amexr the appropriate end of the staff. In ocher words, if you want the mask to 
cover “be zt end of the staff, click the first note in it. The Seaff Expression Selection 
dialog Demampears. 

© Click Stam 7roceeding through the dialog boxes, click as follows: Creare, *Shape ID*, 
Create. Trecrrive in the Shape Designer. In this graphics environment, create 4 rectangle 
of the sant shape you want the mask to be. pel 
This nex sx cakes you through the creation of a mask that’s the height of a standard 
staff anc. om inches wide. A negative Y: coordinate means you're drawing a line 
downward a negative X: coordinate means you're drawing a line that goes to the 
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left. All of these numbers are measurements in EVPUs (288 per inch). For a full dis- 
cussion of the Shape Designer, see “Shape Designer.” Not only can you change the 
dimensions given below, but you can stretch the mask once you’ve placed ir into the 


score if it’s noc initially the right size or shape. _ 
¢ Fill in the coordinate boxes as shown below. After you enter each pair, click the specified 
tool, ' 
xX X Took 7 
0 130 Line Tool 
576 130 Line Too! 
57 0 Line Tool Pal > then Complete Enclosure Tool fl ad 


If you make a mistake along the way, click Undo to cancel your last operation. 


© Click OK, then Select. You arrive ar the Shape Expression Designer dialog box. = 
* Click Flip Soke and Paint White. The first of these options tells Finale to treat your : 
mask as a solid, filled shape (instead of just an outline). The second tells Finale to print it 
as a white area instead of a black one. 
© Click OK or Select in each dialog box to return to the score. The rectangle appears in the 
score as a transparent (not filled) rectangle. Drag ir into position (over che part of the 
staff you wane to hide), as described below. 
You won’t see the results of its masking action und you print the score on a PostScripe 
device. 


To MOVE OR DELETE A SHAPE EXPRESSION MASK 
° Click the Staff Expression Tool [#!, and click the note to which the shape was 
attached. Its handles appear. 


* Drag the bottom left handle to move the shape. To reshape it, adjust the remaining ~ 
handles one ar a time, clockwise. To delete the shape, click the bottom left handle and 


press Delete. 


Cut time Cur time, also known as 2/2 or alla breve, is a meter with two half-note bears per 
measure. It’s often symbolized by the cut-time symbol: ¢. 





TO CREATE CUT-TIME METER 
) * Click the Time Signature Tool GH. A handle appears on each barline. 
© Click the handle of the measure where you want the new meter to begin. The Time 
Signature box appears. 
} © Click the upper burtons to increase or decrease the numerator, and the bortonr ones to 
increase or decrease the rhythmic value of the denominator. The way you define your i 
} meter is importanc because it also governs beaming in the region it affects when notes are 
entered. In the case of cut time, you should set the buttons so char the display shows two a 
} half notes. This way, the eighth notes will be beamed cogether in groups of four. 
Remember, the lower buttons determine the rbythmic value of che pulse, including 





beaming groups. The upper burtons determine how many pulses of the rhythmic value. es 
' Finale will display the cut-time symbol (@) instead of a 2/2 time signarure, unless you : 

specify ocherwise. See “To change the cut-time display (2/2, @, or another symbol,” a 
! below.) 


* Click OK. The “Do You Want to Change” dialog box appears, letting you specify the 
Y range of measures to be included in chis meter change. 
Click the desired option. If you want to change the meter through a given measure, type 
its number into the texr box before clicking “This Measure Through Measure _”. Finale 
4 won't rebeam music that has already been entered im the affected region (see “Beaming— 


To rebeam a selected region”). 
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To CHANGE THE CUT-TIME DISPLAY (2/2, e, OR ANOTHER SYMBOL) 

¢ Choose Options from the Special mena. 

¢ Click Abbreviare Cut Time. If there’s an X in the box, Finale will display the cut-time 
symbol. If nor, Finale will display 2/2. (You can also specify arry other symbol you want 
Finale to use iztstead of the standard cut-time symbol, by clicking *Symbol” in this dialog 
box. Finale will display a complete palette listing every available symbol in the font 
you’ve chosen for your time signatures [by choosing Font Selection from che Special 
menu]. Double-click any symbol to substitute i for che standard symbol.) 

© Click OK. 
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Da Capo (D.C.) See “D.C.” 
Dal Segno See “D.S., D.S. al Coda.” 
Dashes See “Dored lines.” 


Date stamping If you create a date stamp, Finale will automatically print the current date on 
your file each time you print it. To add a date stamp, use the Header/Footer Tool. 


To CREATE A DATE STAMP : 

* Click the Header/Footer Tool G] . Finale switches to Page View if ir’s not already 
there. 

* Double-click the page. The Header/Foorer Designer appears. (If you want the date stamp 
to appear at the bottom of the page, click Footer) 

* Select your page incidence and justification preferences. The three justification options are 
Left (the header appears flush wich the left margin, with a handle on the left end), Right 
(the header appears flush with che righe margin, with a handle on the right end), or 
Centered (the header appears centered berween the margins, with a handle in the center). 

¢ Type a aumber symbol (#) in the text box. To create the number sign, press Shift-3. 

* Click Replace Number Sign with the Current Date. To stamp the current time instead, 
click Replace Number Sign with the Current Time. 

* Click Ser Font, and choose a font, point size, and style for the header. Click OK. 

© Click OK to exit the Designer dialog box. The date stamp appears on the pages you 
specified, with che justification you specified. 


To MOVE OR DELETE A DATE STAMP 

© Click the Header/Footer Tool El, if ir’s not already selected. A handle appears on 
every header or footer. 

* Drag the dare stamp’s handle to move it. Select the handle and press Delete to remove it. 


To CHANGE THE DATE FORMAT FOR DATE STAMPING 


¢ Choose Options from the Special menu. Ar the borrom of the box chart appears, you see 
three options listed under the Date Format heading. You can choose the short format 
(11/3/84), the medium format (November 3, 1984) or the long format (Saturday, 
November 3, 1984). 

© Click the dare format you prefer. Click OK. 


D.C. Da Capo, or D.C., means “to the head.” Ir directs the player to cerurn to the beginning of 
the score. “D.C. al Coda” and “D.C. al fine” instruct the player to then play to the To 
Coda marking or ro the end of the piece, respectively. 
In Finale, che D.C. marking and its variants are repeat indications called a text repeat, 
meaning that they function the way a repeat barline would (but require no repeat barline). 


To pLace A “D.C” MARKING IN THE SCORE 
If you follow all of these steps, you'll create a functional text repeat thar actually directs 
the playback of your score to the beginning of the piece. If the D.C. marking doesn’t need 
to affect playback, follow only the firsc five steps (down co the instruction marked by the 


coda sign). 
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* Click the Repeat Too! Bl. 

* Click the /ast measure to be played before returning to the beginning of the piece. The 
Repeat Selection box appears. If the D.C. marking already appears in che window, skip 
the next two steps. 

© Click Create and type D.C. (or “D.C. al Coda,” or “D.C. al fine”). Click Set Fone co ser 
the fone and style, then click OK. : 

° Click OK. The marking now appears in the list of Text Repeats. 

© Double-click the D.C. marking, The Repeat Assignmenc box appears. z 
If you don’t need your D.C. marking to be functional for playback, click OK to rerurn ‘to 
the score, where the D.C, marking appears. 

* Click Jump on Tocal Passes and enter a aumber in the Total Passes box. Enter into the 
Total Passes box on which repetition of this music the playback should rerurn to the 
beginning. If che playback should return co the first measure after playing the music only 
once (the usual situation), enter 1 in the Tocal Passes box. 

© Click Jumper. Below the word Target, click Measure. You selected Jumper because the 
D.C. marking will make the playback jump elsewhere in the score. You selected Measure 
because you wane the playback co jump to a specific measure in che piece (in this case, 

. measure 1). 

© In the Target text box, encer the measure number to which you want the playback to 
jump (usually measure 1). 

* Click OK. You rerum to che score, where the D.C. marking appears in every staff. (To 
hide the marking in a particular staff, click the Scaff Arributes Tool, then click the 
desired staffs handle. In the Don’t Draw section of the dialog box that appears, click 
Endings and Text Repeats. Click OK.) 


To MOVE OR DELETE THE “D.C.” MARKING 

+ Click the Repeat Tooi I. 

© If the marking doesn’t already display a handle, click the measure containing it. 

« To move the marking, drag its handle. To remove it, click the handle and then press 
Delete. 


To CREATE A FUNCTIONAL “To CODA” MARKING AND @ SIGN 
See the entry for “Coda.” 





Decrescendo See “Crescendo/Decrescendo.” 
Designing shapes See “Shape Designer.” 
Dialogue See “Annorative text.” 
Diamond note heads See “Note shapes.” 
Diminuendo See “Crescendo/Decrescendo.” 


Distances You can set almost every aspect of your music’s appearance. Here are a few 
distances and measurements you can set easily. 
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TO SET THE DISTANCE BETWEEN SYSTEMS 
The distance between systems (in Page View and in printouts). is determined by the 
distance between the top of the music in Scroll View and the top of the window. 

¢ If you’re not in Scroll View, choose Scroll View from the View menu. 


* Click the New Staff Tool [ . 

* Choose Select All from the Edit menu. All staff handles are highlighted. 

+ To increase the distance between systems, drag any handle downward. To decrease the 
distance between systems, drag any handle upward. Keep in mind that che number of 
systems that will fic on a page is also determined by this distance you're now setting (as 
well as by the percentage reduction). f 
You can further adjust the distance berween systems by dragging chem in the Page 
Layout window with the Global Adjustment command selected. See Tutorial 4 in 


Learning Finale for a more complete discussion. 


SCROUL VIEW PRINTED PAGE 

















The distance between the top staff and the top of the window in Scroil View (x) sets the distance between 
systems in Page View (and on the printouts). The smaller this distanca, the more lines of music will fit or 


the page. 


To SET THE DISTANCE BETWEEN STAVES 
¢ If you’re noc in Scroll View, choose Scroll View from the View menu. 


* Click the New Staff Too! [ii]. 

Drag any staff’s handle up or down to move the staff vertically. You can drag more than 
one staff at a ame if more chan one staff is selected (by Shift-clicking or drag-enclosing 
their handles). If you have many staves, you can move all except one or two as follows. 
Choose Select All from the Edit menu co highlight all staves’ handles. Shift-click the 
handles of the staves you don’t want to move. When any staff's handle is selected, a 
Shift-click “deselects” it. Now drag any highlighted handle co move all selected staves at 


once, 
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To SET THE DISTANCE BETWEEN NOTES 2 
The distance berween the notes in each measure is determined by your choice of eps 
‘Alloement Library (see “Allomments” and “Spacing”). You can also drag individua¥ notes. 
horizontally in one staff (see “Nore positioning”), and you can change the horizontal™ 
position of nores in all staves that fall ona certain beat (see “Beat positions’ pe 








To SET CLEF, KEY, AND METER DISTANCES : 
You can set various global distances by choosing the Format command fronr die: 
Menu. The Format Variables box appears, listing text boxes. The units in these Boxes are: 
EVPUs (288 per inch). Measurements up or to the right are positive numbers, ane 
measurements down or to the left dre negative. This diagram shows some of those 
elements and the formarting distances they concral: a eyed . 


Pe a on ae 
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are depicted here; where an item has wo boxes 
and after the aiement. The only bax not shown 
determines the distance bemween a canceled key signature and 2 


The distances given in the Separations boxes 
(such as Caf), whey indicate the distances before 
hare is the third Kay bax, which 
new one. 


For a more complete discussion of these parameters, see “Formac Variables dialog box” 
in Finale Reference. ; 
To set THE DISTANCES BETWEEN TIES AND THEIR NOTES _ 
See “Ties.” , . : a 
le 


To SET THE PAGE MARGINS 
Also in the Format Variables dialog bo 
menu) are global page margin settings, 


x (accessed by choosing Formar from the Special { ; 

which are measured in EVPUs. Again, measure~ | nee | 
ments up or to the right are positive numbers, measurements doum or to the left are mn 
negative. These settings affect any new pages added to the piece. They won’t affect. I 

> existing pages undl you choose Redefine All Pages from the Page Layout mena (and OK : 
the dialog box that appears). You can override these settings om a page-by-page basis. by 
using the Page Layout Tool. . 


Page Margins 

Top 
Lett [144 | 
/ Bottom [144 | 
“| Right 





| 
| 
1 
| 





The Page Margin measurements are the distances 
between aach margin and the eage of the page. The 
default page margins are 144 EVPUs, or haif an inch. 
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To SET THE SYSTEM MARGINS 
Also in the Format Variables dialog box (accessed by choosing Formac from the Special 
menu) are global system margin settings, which are measured in EVPUs. Again, 
measurements up or to the right are positive numbers, measurements down or to the left ” 
are negative. These settings affect any new pages added to the piece. They won't affect 
systems on existing pages until you choose Redefine All Pages from the Page Layour 
menu (and OK the dialog box that appears). You can override these settings on a page- 
by-page basis by using the Page Layout Tool. * 
The System Margin numbers define the placement and shape of che individual systems. 
The Right and Lefe margins are the distances from the edge of the system to the right and = 
left page margins, respectively, (both are usually zero). The Top margin is the distance 
berween the top of each system and the bortom of the one above it-(which is usually 
zero), and the Borrom margin is the distance between the borrom of one system and the 
top of the next. This last measurement’s default is -200, so chat there’s a small amount of 
extra space berween bortom of one system and the top of the next. See also “Systems.” 





Divisi See also “Expressions: Seaff Expressions.” 

A divisi indication is a normal Text Expression that you place 

a CP A RR . . sys 

tina part (such as a string parr) to indicare that the section of 

Ee players should split up—one group should read the cop 

written noces and che rest should read the boctom written 

notes. Use the Staff Expression Tool (i or Score Expression Tool co place the marking - 
into the score. 


Tip: Lf you wane co create a bracker or “split up” marking as shown above, simply create a 
second Text Expression chat consists only of a “less-than” marking (Shift-period), like * 
this: <, or a left bracker, like chis: [, so that you clearly indicate which notes are to be , 
played by each group of players. 


Doits A doit is an effect often performed by brass instruments in which the player produces a 
kind of upward glissando after attacking the indicated note, producing the opposite of a 
“fall-off” effect. You can create the word “doit” as a Staff Expression (see “Expressions — 
Staff Expressions”), and the line inself as a second Staff Expression (in this case, a Shape 
Expression). For instructions on creating an adjustable line in the score with the Scaff 
Expression Tool, see “Glissando.” 








Dotted lines There are pwo ways to produce dotted lines of any length in Finale. If the dotted 
line serves as a horizontal indicator line to show the region affected by an expression mark b 
(such as 8va), you can use one of the Smart Shapes. A Smart Shape has three advantages. 
First, it expands and contracts along with the measures it appears in- Second, ic will i 
automatically break into ovo segments if it straddles two staff systems. Third, a Smart 
Shape dotted line comes already equipped with a hook at the end. You place Smart Shapes 
inco one staff at a time. 
If the dorted line you need is not horizontal (such as a dotted barline) you can create one in 
the Shape Designer, where you can also specify the thickness of the line and the length of 


the dashes. 
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To CREATE A HORIZONTAL DOTTED LINE (SUCH AS AN 8” BRACKET) 

* Click the Simple Note Entry Tool [2] . The Simple Note palette appears. 

# Click the Under-Bracket or Over-Bracker Tool ( lor E!). One dorred bracket ends with a 
downward hook, and the other ends with an upward hook. Use the bracket with 2 
downward hook if you’re placing it above the staff,-and the one with che upward hook if 
it’s going below the staff. 

‘If you're creating an 8” or 8* marking, you'll notice that there are Smart Shape tools 
specifically for these indications. Click the appropriate tool instead. The 8va and 8vb tools 
work precisely the same as the plain dorted line, except thar they automatically place an: . ;; 
g~ marking at the beginning of the line. To specify whether the 8* or 8% marking appears © 
at the beginning of the docted line with an upward hook, CTRL ~lick the “8va Under” . 
icon and make your selection from the dialog box that appears. 

* Position the cursor so that its arrow points to the staff and measure where you want the 
marking to begin. 

© Double-click and, on the second click, hold the button down and drag to the right. Your 
double-click marks the beginning of the line. Dragging increases the line’s length. Release. 
the mouse button when you’ve positioned the right end of the marking abouc where you 


want it. 








To MOVE, RESHAPE, OR DELETE A SMART-SHAPE DOTTED LINE 
If a smart shape is selected, it displays a bounding box. If so, skip co the last step. 

© Click the Simple Note Entry Tool (3], The cool palerte changes to display the Simple Note 
Entry Tools. 

© Click the Over-Bracket or Under-Bracket Tool ( Bork ) hac you used to create the line. 
Any dotted line bracket created with this tool displays a handle. 

« Click the handle of the line you want to modify. A bounding box appears, indicating thar 
the line is selected. ‘ : 

© Drag the right or left ends of the line to move its endpoints. Drag the middle of the line to 
move it. Press Delete to remove it. 


To CREATE A DOTTED LINE IN THE SHAPE DESIGNER oe 

* Click the Scaff Expression Tool [44 (ro place the line in one staff) or the Score Expressioi 
Tool &! (ro place it in several or all staves). a es 

¢ Click on, above, or below the note (for Staff Expression) or measure (for Score Expres-* 
sion) to which you want to attach the line. The Scaff Expression or Score Expression 
Selection box appears. Click Shape. If the dorted line shape already appears, double-click 
ic and click OK. If it does nor, follow che steps below. 


* Proceeding through the dialog boxes, click as follows: Create, *Shape ID*, Creare. You're 





sp 


now in the Shape Designer. 
* Click the Dashed Line Tool fl . A dialog box appears, letting you specify the length ofthe - es} 
dashes and spaces. : Gnu 
« Enter the length of the dashes in the dotred line (in the Dash On text box) and the length é. 


i 
> 


of the gaps between dashes (Dash Off). Click OK. These numbers are hundredths of a 
point, of which there are 72 per inch. 

© Click the Line Thickness Tool (}. Another dialog box appears. 

« Enter the line thickness. Click OK. The line thickness is also measured in hundredths of a 


3 
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point. 

The key is to set the thickness and “dortedness” (the length of dashes and spaces) of the 
line before you draw it. Once you've set the line thickness and dash lengths, you can 

create your shape in the usual way. To draw a seraight line, click anywhere in the window 
(or enter X and Y coordinates) and click che Line Tool 4. When the line appears, you cat 
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drag to move the line or change its angle. To draw a curved line, click the Curve Tool 4. 
Like a straight line, a curved line has a handle ac each endpoint, but ir also has pwo 
midpoint handles that you can drag to reshape the curve. 

Even when you add additional lines and curves to your shape, the line will continue to 
have the dash lengths and line thickness you’ve specified uncil you change those variables 
again. (Dotted straight lines do appear dotted in this window—and in the score—unless 
they’re perfectly vertical. Curved lines don’t appear dorted ar all on the screen. Both lines 
will appear docted when you print to a PostScript device, however.) 


¢ Draw the line by clicking its endpoint (or entering X and Y coordinates) and clicking the 
Line Tool 7 or Curve Tool HI, 
Click the OK and Select burtons to exit the dialog boxes. 


TO MOVE, RESHAPE, OR DELETE A STAFF EXpressION OR SCORE Expression 

LINE 

© Click the tool (Seaff Expression or Score Expression) that you used to create the dotted 
line. se 

* Click the measure (Score Expression) or nore (Staff Expression) to which the expression is 
ateached. Irs handles appear. You'll notice chat one of them is a “home” handle— which, 
when you designed the line in the Shape Designer, was represented by the round white 
“origin” handle. This “home” handle is the one you must select to move or delete the 
dorted line. 

¢ Drag a handle to reshape the expression. Drag the “home” handle to move the line, or 
select it and press Delete to remove it. 





Dotted notes 


To DOT A NOTE 

* Click the Speedy Note Encry Tool (! . Click the target measure. The editing frame 

’ appears. 

° Press the right arrow key to move the insertion bar to the note you want to dot. 

© Press the period (.) key. The note is now dotted. By pressing the period key again, you'll 
add a second dor, and so on. You can add up co cen does co a nore. (If Finale cells you thar 
“some of the entries in che measure exceed che time signature” before’ you're finished 

' ediring this measure, choose Clip to Measure from the SpeedOpcions menu to mur it off.) 








— To REMOVE A DOT FROM A NOTE 
® Click the Speedy Note Entry Tool ESI. Click the targer measure. The editing frame 
i appears. : 
* Press che right arrow key to move the insertion bar to the note you want to change. : 
¢ Press a number key, 1 through 8, The note will change to the undorted duration value 
corresponding to the key you pressed: 4 is an eighth note, 5 is a quarter, 6 is a half, and so 
on. A table of the duration corresponding to each key appears on the Quick Reference 
Card. 


To CHANGE THE POSITION OF ALL DOTS 
© Choose Formar from the Special menu. The Format Variables box appears. 


» Enter a new value in the Dot Offset box. This value, measured in EVPUs (288 per inch), : 
determines how far away the dot will be from che note. The higher the number, the ie 


farther co the right the dot will be (and the more space there will be between docs when & 
there is more chan one on a note). . 

* Click OK. : 
: 
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To CHANGE THE POSITION OF A SINGLE DOT 

* Click the Special Tools Tool [&l . Click the targer measure. The Special Tools window 
appears. 

* Click the Dot Tool £4. A handle appears on each dorted nore. 

© Click the handle of the note whose dot positions you want to change. A dialog box 
ee in which you can enter EVPU values (288 per inch) for che precise positioning of 

ot. Ao ht 7 tater eee 

« Enter new values for the dot placement variables. The X and Y Offsets represent. 
distances greater than the horizontal and vertical coordinates of the dor, respectively, as 
measured from its default position. A higher X Offser value means farther to the right 
and a higher Y Offset value means upward. (A change of 24 EVPUs moves the dot one 
space (the distance between two staff lines].) 
The Inter-Dot Spacing sets the distance between the dos of a note that has more than 
one doc. The default value is 8, even though che value in the text box defaults to zero. 
Therefore, be sure to enter Sin the Inter-dot Spacing box for a multi-dorted note if you 
don’t want [0 affect the spacing berween dots, (Otherwise, when you rerum to the 
Specs) Tools window, Finale will place ail docs in a row with no space at all berween 

em.) 
© Click OK. You return ro the Special Tools window. 


¢ Double-click the Control-menu box (apper left). 


To UNDO INDIVIDUAL DOT POSITIONING 

* Click the Special Tools Tool 4 . Click che target measure. The Special Tools window 
appears. 

© Click the Dot Tool & . A handle appears on each dotted nore. 

* Click the handle of che note whose dot you want to restore to its original position. A 
dialog box appears. 

© Click Delete. You return to the Special Toots window. 

© Double-click the Comtrol-menu box (upper left). 


Ey 


Double barlines 


To CREATE A DOUBLE BARLINE 
+ Click the Measure Anmibutes Tool i. A andle appears on each barline. 
© Double-click the top handle of the bartine you want to change. The Measure Arributes 


box appears. 
© Select Double Bar. Click OK. To restore wae single barline, repear the process, but click 
Double Bar again to remove the X from she heck box. 


Double flats/Double sharps See *Accicenrais.” 
Double stems See “Scems—To create a docdie x¢ splir stem.” 


Double strokes See “Cesura.” 
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Double whole notes The double whole noce, or breve (se or +) has a duration of eighe 
beats. Either notehead may also be used to represent recitative on a single pitch. 


To ADD A DOUBLE WHOLE NOTE (USING MIDI INPUT) 

* Click the Speedy Note Entry Tool (Bl. The SpeedOptions menu appears. Make sure 
there’s a check mark beside Use MIDI Keyboard. 

« Click the measure in which you want to place a double whole nore. The editing frame 
appears. Position the insertion bar to the right of any existing nores in the measure. 


¢ Hold down a key (or keys) on the synthesizer and press the 3 key on the computer 
keyboard. A double whole nore appears of the pitch you played. 


To ADD A DOUBLE WHOLE NoTE (wiTHOuT MIDI inpuT) . 

© Click the Simple Note Entry Tool +}. The Simple Note palette appears. 

* Click the Double Whole Nore =). 

* Click where you want the note to appear in the score. A double whole noce appears. 


To CHANGE A NOTE’S DURATION TO A DOUBLE WHOLE NOTE 

* Click the Speedy Nore Entry Tool (Bl. Click the measure containing the nore. The 
editing frame appears. 

« Press the right arrow und the insertion bar is on the note whose duration you want to 
change. 

* Press the 8 key. Alternate method: using the Simple Note Entry Tool 3] click the 
Double Whole Note (=! and click the note you want to change. 


To SUBSTITUTE THE —} NOTEHEAD FOR THE io NOTEHEAD GLOBALLY 
Follow these instructions if you want Finale co use the =} notehead instead of the default 
oa notehead for the double whole nore. 

* Choose Music Characters from the Special menu. The Music Characters dialog box 
appears. 

* Click *Dbl Whole* (in the left column), Finale displays a palette containing every symbol 
in the Petrucci music font. 

* Double-click the = notehead. You rerun to the dialog box. 

© Click OK. 


To SUBSTITUTE THE &} NOTEHEAD FOR THE jo} NOTEHEAD ON A NOTE*BY-NOTE 
BASIS 
See “Note shapes—To change the shape of a norehead.” 


Downbeats You can control Finale’s graphic handling of downbeats. For example, you might 
decide thar one or all of the downbeats in your piece occur too close to the beginning of the 


measure. 


To MOVE ALL DOWNBEATS GRAPHICALLY 
Choose Format from the Special menu. The Format Variables box appears. 


e Enter a new value in the first Separations/Music text box. The aumber you type here, 
measured in EVPUs (288 per inch), represents the distance between the measure header 
(clef, key, meter) and the first nore or rest in che measure. By increasing the number, you 
can allow more space before every downbeat in the piece. Click OK. 


To MOVE A SINGLE DOWNBEAT GRAPHICALLY 
See “Beat positions—To move a bear.” 
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Downbow See “Bowing.” 


D.S.; D.S. al Coda D.S., or Dal Segno, means “from the sign.” It directs tha player to oa 
rerun to a spot earlier in the score thar’s marked by the Dal Segno symbol (%). If, after o 
making the jump, the player encounters a To Coda marking, he or she then jumps toa s 
coda section at the end of the music, marked by the coda sign @. 3 
In Finale, the D.S. is-a form of repeat sign known as a text repeat, meaning that it functions : a 
the way a repeat barline would, but requires no repear barline. If you have no need for pa 
functional D.S. markings (which affect playback), you can skip ahead to the subentry “To . 
place a D.S. marking in che score.* s ae 
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To PLACE THE SEGNO SYMBOL % IN THE SCORE 


© Click the Repeat Tool a. 

© Click the measure in which you want the symbol to appear. The Repeat Selection box 
appears. If you’ve loaded a Text Repeat Library—or if DEFAULT.MUS is in place—you 
should see the & symbol. Double-click it and skip the next three steps. 


© Click Creare. The Repeat Designer appears. 

« Type Shift-5. Click Set Font and set the font to Petrucci 24 point. Click OK- In the 
Repeat Text box the mark still appears in the System fone. Bur in the score, the mark will 
be a crue ¥ symbol. : 

© Click OK, then Select. Now you arrive at the Repeat Assignment dialog box. Here’s an 

= important step: 

© Note the Repeat aumber of the $ mark. Ar the cop of the dialog box, you should see an 7 
indicator that says “Repeat: 1” (or whatever number Finale has assigned to the segno pore 
symbol). You'll need co remember this number. : & 

© Click Mark. You've just defined this text cepeat to be a mark—in other words, a marker as 
to which other text repeats (“D.S.,” in this example) will direct playback. sh Ago 

° Click OK. The & symbol appears in all staves. (To hide the symbol in a certain staff, click 
the Staff Artribures Tool, chen click the desired staffs handle. In the Don’t Draw section ae 
of the dialog box chat appears, click Endings and Text Repeats. Click OK.) ‘ 





a 
To MOVE OR DELETE THE SEGNO syMBOL % beat 
+ Click the Repeat Tool. ne 
¢ If the marking doesn’t already display a handle, click the measure to which it’s attached. wea 


« Drag the symbol’s handle to move the symbol. Select it and press Delete to remove it. 
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To ptace A “D.S.” MARKING IN THE SCORE 
If you follow all of these sceps, you'll create a functional text repeat that actually directs 
the playback of your score to the measure containing the % symbol. If the D.S. marking 
doesn’t need to affect playback, follow only che first five steps. ire 


* Click the Repeat Tool 
° Click the last measure to be played before jumping to the % symbol. The Repeat Selection 2 

box appears. If the D.S. marking already appears in the window, skip the next two steps. 
© Click Create and type D.S. (or D.S. al Fine, or D. S. al Coda). Click Ser font to ser the 

fone and style, then click OK. = 
* Click OK. The D.S. marking now appears in the list of Text Repeats. 3 
* Double-click the D.S. marking. The Repeat Assignment dialog box appears. 

If you don’t need your D.S. marking to be functional for playback, simply click OK to 

return to the score, where the D.S. marking appears. 
* Click Jump on Total Passes and enter a number in the Toral Passes box. Enter into the 

Total Passes box on which repetition of chis music the playback should jump to che ¥ 

symbol. If the playback should rerum to the % symbol after playing the music only once 

(the usual siruacion), enter 1 in the Toral Passes box. 
© Click Jumper. Below the word Target, click Repeat. You selected Jumper because the 

D.S. marking will make che playback jump elsewhere in the score. You selected Repeat 
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} because you want the playback to jump to another repeat mark (in this case the % 
) symbol), not necessarily to a specific measure. 

* In the Targer text box, enter the Repeat aumber of the % symbol you created. This is the 
) number you remembered when you placed the $% symbol into the score (see “To place the 


segno symbol % in the score,” above). 
, Because you've specified thar the playback should jump to the $ symbol itself (instead of 
specifying a particular measure}, you can change your mind about the location of the 
symbol in the score. You could delete ic and put it in another measure and Finale will still 
direct the playback to it correctly. 
* Click OK. You return to the score, where the D.S. marking appears in every staff. (To 
) hide che marking in a certain staff, click the Staff Attributes Tool, then click the desired Poa 
staff’s handle. In che Don’t Draw section of the dialog box that appears, click Endings be 


, and Text Repeats. Click OK.) 


PS To MOVE OR DELETE THE “D.S.” MARKING 

* Click the Repeat Tool al. 

* If che marking doesn’t already display a handle, click the measure to which it’s attached. 
drag its handle. To remove it, click the handle and then press 





¢ To move the marking, 
Delere. 


To CREATE A FUNCTIONAL “To CODA” MARKING AND @ SIGN 
See the entry for “Coda.” 


Durations See “Scart and Scop Times.” : 
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Dynamics See also “Crescendo/Decrescendo,” “Key velocity.” 


You can place dynamics into your score either globally (in all staves, using the Score 
Expression Tool) or one staff at a time (using the Scaff Expression Tool). : 


Dynamics, along with other Text Expressions, are stored in a Text Expressions Library. If 
you're not working from DEFAULT.MUS, as described in Learning Finale, then you’d be 
wise to load the Texr Expressions Library provided with che program, which saves you the 

trouble of creating dynamics anew. : : 


Dynamics may be purely graphic or they may be defined for playback. The predefined Text 
Expression dynamics provided with Finale have been defined for playback—but feel free to 

modify them, as described below. If your synthesizer is velocity sensitive, you'll hear Finale 

respond to these dynamic markings as the music plays back. é 


To CREATE A DYNAMIC MARKING 
If DEFAULT.MUS was in the same directory as FINALE.EXE at the time you created the 
current file, you can skip these instructions. Most of the common dynamics are already 
loaded. Even if DEFAULT.MUS wasn't presenc, you can choose Load Library from the 
File menu, and double-click TEXTEXPR.LIB in the LIBRS directory. This process, too, 
will load most of the dynamic markings into the current piece. You only need to go 
through the following steps if you want to create your own dynamic marking, or if you 
simply want co learn che process. 





* Click che Score Expression Tool ‘Wi Click any measure. The Score Expression ‘ 
Selection box appears. ny 
* Click Create. The Text Expression Designer appears. sa 
« Type the letter that corresponds to the dynamic marking you want to create. A full list of 
the dynamic markings in the Petrucci music font appears on the Quick Reference Card. ont § 


For example, lower-case f is the f marking, capical F is the 7° marking, and soon -* 

« Click Set Font. Ser the font to Petrucci 24 point and click OK. You can also use 
characters from other foats. 

* Click OK, then Select. The Expression Assignment dialog box appears. If you want the - 
new dynamic marking to appear in the score (as a Score Expression), click OK. If you *= 
simply wanc to add it to the palerte without actually placing it into the score, click , 
Cancel. 2 


To pur A DYNAMIC MARKING INTO ONE, SEVERAL, OR ALL STAVES 


© Click the Staff Expressioa Tool (91 (to place the marking in one staff) or the 
Score Expression Tool rad (to place it in several or all staves). 

* Click on, above, or below the note (for Seaff Expression) or measure (for Score 
Expression) to which you want to attach the marking. The Staff Expression or Score 
Expression Selection box appears. [f the scroll bar is gray, you can scroll up or down to — 
see more Text Expressions. i 

* Double-click the desired dynamic. If you’re placing a dynamic marking as a Score i 
Expression but you want to specify che staves in which it’s to appear, click *Scaff List*. 
Finale displays a list of all staves in the piece. In the Score column, click for each staff in 
which you want to place the dynamic (an X appears). You can also specify whether or 
noc the dynamic should appear in a staff's extracted part by placing an X in the Part 
column. The Part column also determines which staves in the full score will be affected — 
by the Score Expression’s playback effects. When you’re finished configuring the Seaff 


List, click OK. 
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¢ If you’re placing a Score Expression, you can click Individual Positioning. Individual 
Positioning permits you to move the dynamic marking independently in each staff. (If 
you don’t select this option, the mark will appear in che same place in every staff. When 
you drag any one, all others will move simultaneously.) 


© Click OK. 


To MOVE OR DELETE A DYNAMIC MARKING 

Click the tool (Score Expression or Staff Expression) that you used to create the marking. 

© Click the measure (Score Expression) or note (Staff Expression) to which the marking 
was attached. Its handle appears. 

Drag the handle to move the marking. Select ic and press Delece to remove it. 


To DEFINE A DYNAMIC MARKING FOR PLAYBACK 
The dynamics preloaded inco DEFAULT.MUS (as well as those in TEXTEXPR.LIB) have 
already been defined for playback. You can use the following steps to alter such 
definitions (to make a forte louder, for example). 

© Click the tool (Score Expression or Staff Expression) used to create the marking. 

© Click the measure (Score Expression) or note (Staff Expression) to which the marking 
was attached. If the marking hasn’t yer been placed in the score and you simply want co 
edit ics definition from within the Selection palerte, click amy measure (Score Expression) 
or note (Seaff Expression). When the palerre appears, click the carget marking and click 
Edir, then Playback, and skip che next step. 

¢ CTRL-Shift-double-click the marking’s handle. The Playback Derinition dialog box 
appears. 

* Click Key Velocity (if it isn’t already selected). Enter a velocity value in the Set To Value 
box. The value you enter here is the MIDI key velocity value chat Finale will apply co all 
the music, beginning at che point where it first encounters the dynamic marking and 
ending only when it encounters another marking. MIDI velocicy is measured on a scale 
from 0 (silent) to 127 (very loud). If you’re editing a dynamic that came with Finale, 
you'll notice that a velocity value has already been defined. Feel free to change it. The 
changes you make only affect the definition of the dynamic marking im this file, although 
you can store this file’s set of modified dynamic marks in a Text Expressions Library, 
ready for use in other files, by choosing Make Library from the File menu. Then you can 
“borrow” the modified markings for use in other files. 

* Click OK, once in each dialog box. 


Ih - 65 








pot 





y 
) 
’ 
) 
) 
) 
j 
) 


- 


pa EARLY eee 8VA/8VB 





Early musi¢ A number of Finale features may help you to notate early music. For example, see 
“Nore shapes” for instructions on using di d noteheads for Gregorian chant notation. 
To create musit-with no barlines (another plainchant « nt convention), see “Barlines—To hide a 
barline.” To find out how to create the four-line Gregorian staff, see “Staff lines.” [f you’re 
handy with a fone editing program, you could even create new noteheads for use in ligature 
notation. See “Fonts” and “Nore shapes” for instructions on using your custom notehead 
shapes in Finale. 


Eighth motes You can enter eighth notes into the score with or withour MIDI. You can also 
change any existing cote into an eighth note. See also “Beaming.” 


To ADD AN EIGHTH NOTE (usine MIDD 
* Click the Speedy Nore Entry Tool Gl. The SpeedOptions menu appears. Make sure chere’s 
a check mark beside Use MIDI Keyboard in the menu. 


* Click the measure in which you want the eighth aote to appear. The editing frame appears. 


Position the insertion bar to the right of any existing notes in che measure. 
* Hold down a key (or keys) on the synthesizer and press 4 on the computer keyboard. Any 
pitches you played appear as eighth notes. ; 


To ADD AN EIGHTH NOTE (witHouT MIDI) 

© Click the Simple Nore Entry Tool Gi. The Simple Note palette appears. 
° Click the Eighth Nore! 

* Click on a staff. An eighth note appears. 


TO CHANGE A NOTE’S DURATION TO AN EIGHTH NOTE 

© Click the Speedy Nore Entry Tool &), Click the measure containing the note you want to 
change. The editing frame appears. 

© Press the right arrow until the insertion bar is oa the aoce whose duration you want to 
change. 
© Press the 4 key. Alternate method: click the Simple Note Entry Tool (I, click the Eighth 
Nore (?], and click the note you want to change. 


8va/8vb There are ewo ways to create an 8¥ marking. The quick, simple way involves the Smart 
Shape 8* tools, which produce 8” markings complete with a docted-line bracket that 
expands and contracts along wich the measures it appears in. 
If you need an identical marking in more than one staff, you can create a Score Expression 
§ marking. If you need an 8™ marking that actually affects playback, you can create ic 
either as a Staff Expression (one staff) or Score Expression (several or all staves). Using the 
Seaff Expression or Score Expression methods, you can also create a 1S™ marking 
(quindicesima, to be played cwo octaves higher). 


To CREATE AN INTELLIGENT 8” OR 8% MARKING 

© Click che Simple Note Entry Tool Gl. The palette changes to the Simple Nore palerte. 

* Click the Sva Under ©! or Sva Over tool &!. The 8” marking almost always goes beneath 
the music it affects. To specify that in this Finale file you wanc che under-bracker 8* Tool 
to create an 8” marking instead of the default 8, CTRL-click it. A small dialog box 
appears, lerting you choose either marking to appear at the beginning of the bracket. 

* Position the cursor so that its arrow points to the staff and measure where the marking is 


to begin. 
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* Double-click. On the second click, hold the button down and drag to the right. Your 
double-click marks the 8 end of the marking. As you drag, you increase the length of the 
dorred-line bracker. Release the mouse when you’ve positioned the tight end where you 
want it. 





To MOVE OR RESHAPE A SMART SHAPE 8” OR 8% MARKING & 
If the marking is already selected, ir displays a dotted bounding box. If so, skip to the " € 
instruction marked by the coda sign. , 

* Click the Simple Note Entry Tool (/ . The rool palette changes to display che Simple a 3 
Note tools. 

° Click the Smart Shape cool that you used to create the marking. Any 8» Smart Shape 
created with this tool displays 2 handle. : 

* Click the handle of the marking you want to modify. A bounding box appears, telling 
you that the marking is now selected. 

@ Drag the right or left ends of the bounding box to move the endpoints. Drag the middle 
of the bounding box to move the marking. Press Delete to remove it. If the 8 bracket is 
long enough that ic straddles a staff system, it will auromatically break into two 
segments. The condauation portion will have an 8™ in parentheses. 


TO PLACE THE 8”, 8%, oR 15™ MARKING AS A STAFF EXPRESSION OR SCORE 

EXPRESSION 

© Click the Seaff Expression Tooi (I (to place the marking in one staff) or the Score 
Expression Tool &! (to place it ia several or all staves), 

* Click on, above, or below the note (for Staff Expression) or measure (for Score 
Expression) to which you want to attach the marking. The Staff Expression or Score 
Expression Selection box appears. If the desired marking already appears in che list, 
double-click it and click OK. 

* Click Create. The Text Expression Designer appears. 

© Type ALT0195 (for 8va) or ALT0215 (for 8vb), or ALT0219 (for 15ma). 

© Click Set Font. Ser the font to Petrucci 24 and click OK. 

© Click OK, them Select. A dialog box appears, allowing you to specify some playback and 
positioning parameters for the marking. If you’re creating a Score Expression, you can 
specify Individual Positioning. If you want to specify the staves in which the marking is 
to appear, click *Scaff List™. See “Expressions: Score Expressions” for more information... 

* Click OK. Now that you’ve created the 8* marking itself, you can add the dorred-line 
bracket wick one of the Smart Shape dorted-line tools. See “Dorted lines” for full 
instructions. 

TO MOVE OR DELETE A STAFF OR SCORE EXPRESSION 8” OR 8” MARKING 

© Click the tool (Score Expression or Staff Expression) that you used to create the marking. 

© Click the measure (Score Expression) or note (Staff Expression) to which the marking 
was attached. [ts handle appears. 

© Drag the handle to move the marking. Select it and “nudge” it with the arrow keys for 
fine positioning. Select it and press Delete to remove it. 


To DEFINE THE 8”, 8%, OR 1S™ MARKING FOR PLAYBACK 
To create an 8, $*, or 1S™ marking that will play back, you’ll have to define two 
expressions: Define an 8, 8”, or 15™* marking to transpose playback, chen define an 
arvisible (or very small) marking to restore playback to the normal register. 

© Click che tool (Score Expression or Staff Expression) chat you used to create the marking. 
If you haven’t yet placed the marking in the score, click any measure (Score Expression) 
or note (Scaff Expression}. When the paletre appears, click the desired symbol, click Edie, 
click Playback, then skip to the instruction marked by the coda sign. 


1-68 





ENDINGS 





¢ Click the measure (Score Expression) or note (Staff Expression) to whick the marking 
was attached. Its handle appears. 
© CTRL-Sift—double-click the handle. The Playback Definition box appears. 
® Click Transposition. In the Set To Value box, type 12. You’re defining the playback co 
jump up an octave (12 half steps). (For an 8 marking, type -12. For a 1S™ marking, type 
24.) ° 
* Click OK or Select in each dialog box remnrn to the score. This places the mark in che 
score. Now, create an expression to restore the playback to its original register. 
* Click the measure (Score Expression) or note (Staff Expression) at which playback should 
be restored. The Score Expression or Staff Expression Selection box sens 
j * Click Create. The Text Expression Designer appears. To create an invisible marking, 
don’t type anything inco the text box. 
} * Click Playback. The Playback Definition dialog box appears. 
; * Click Transposition. In the Set To Value box, type 0. You're restoring playback to the 
original register. 
® Click OK, OK, then Select. A dialog box appears, allowing you to specify some playback 
and positioning parameters for the marking. For either a Staff or Score Expression, 
) choosing Scale Play Scart will allow you to drag the marking horizontally co specify 
exactly where the normal playback register is restored. Or, to specify the staves in which 
! the marking appears, click *Staff List*. Be sure to place this marking in the same staves 
as the original 8» marking. (If the invisible marking is a Staff Expression, remember 
) which noce you attach it to. Otherwise, you may never find its handle again for removal 
, or editing.) 
* Click OK. 
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8vb See “Sva/8vb.” 


' Elapsed time If you need am accurate assessment of che real-time length of a section of music, 
the Mass Mover’s Merarool 7 can help. The time displayed is based on the current rempo 
settings for the piece, including any tempo changes, sitards, and so on. 


TO LEARN THE REAL-TIME LENGTH OF SELECTED MUSIC 

© Click the Mass Mover Tool &!, : 

* Select the region whose real-time length you want to mow. You can select one measure 
by clicking, additional measures by Shift-clicking, a screenful by drag-enclosing, or an 
entire staff by clicking to the left of ir. : 

° While pressing the 7 key, double-click the highlighted area. A dialog box appears, 
displaying the amount of time that has passed from =e beginning of the piece ro the 
beginning of the selected region, che time that has rassed from the beginning of the piece 
to the end of the selected region, and the total time 7¢ che selected region itself (all in 
thousandths of a second). 


* Click OK. 


Ending barlines See “Final barline.” 


Endings See “First endings,” “Second endings.” 
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Encapsulated PostScript (EPS) Encapsulated PostScript (EPS) is a computer graphics 
format. Because an EPS file contains a full PostScript description of its contents, it prints__ 
with the greatest resolution possible on a PostScript device even if it’s placed into another 


program. [f you’re using Finale in conjunction with a graphi ge-layour, or word- 

processing program (like PageMaker or Ventura ‘ublisher), use this technique to transfer 

musi Bom kms 

To CREATE AN EPS FILE 

« Isolate the passage of your Finale file on a single page (see instructions below). The 
maximum EPS file size you eis a full page. If the file you wanc to “capcure” is 
more than one page long, you’ll have co create a separate EPS file for each page. 

* Choose Compile PostScript Listing from the File menu, The Compile PostScript dialog 
box appears. 

* Click EPS File of Page, and enter the page aumber of the isolated passage. 

* Click Compile. The Compile File Name dialog box appears where you can name the file. 
Click Compile in this dialog box and Finale compiles the file. Go to your graphics, page- 


layout, or word-processing program and import the graphic. (Consult the destination 
program’s manual for instructions on importing EPS files.) 


To ISOLATE A PASSAGE ON A SINGLE PAGE 

© Click the Page Layout Tool BI. Finale switches to Page View, if it’s noc already there. 

* Click the page containing the passage you want included in the EPS file. The Page Layout 
window appears. The first step is to place che music to be exported so that it appears at 
the beginning of a page. If che music begins in the middle of a system, you'll need to force 
it co begin a new system. See “System (line) breaks.” If the music already appears at the 
beginning of a page, skip to the instruction marked by the coda sign. 

© Click Staff Systems. The outlines of the systems appear. 

* Drag the bortom handle of the system just above the desired system downward until the 
desired system disappears from the borrom of the page. You can identify the system 
you're dragging by irs number. The idea is to slide the preceding system down, little by 
liccle, until the desired system just vanishes from the page. . ; 

* Choose Recale Music from the Page Layout menu. 

© Click Next. You're now looking at the next page, with che carger system at the top. 

® Click Page Size. . 

o Drag the smail square handle inward, to make the outline of the page smaller. Reduce the 
page size uncl ir contains only the musical passage you want to export. Click Show 
Music co see how you're doing (click Show Music again to resume the page resizing). As 
the page shrinks, Finale will force more and more music off the bottom of the page, until 
there’s nothing left on the page except che music you want Co export.” Choose Recale 
Music from the Page Layout menu from time to time so thar you can check the effects 
your dragging is having on the measure widths. 

You can also use Mass Mover to help force the measures you want included into one 
system (see “Measure layout”). 

age number (for use in the Compile PostScript dialog box, above) 
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¢ Make a note of the p: 
and click OK. 


* You may also wanr to click Page Margins and reduce the page margins on all sides, so that the 
resuitant EPS file won’r have the default half-inch margins. 
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Enharmonics There are several ways to change a note to its enharmonic equivalent: note by 
noce, chord by chard, or even globally. 


To CHANGE A NOTE TO ITS ENHARMONIC EQUIVALENT 

© Click the Speedy Note Eatry Tool (Bi, and click the target measure. The editing frame 
appears. 

Press the directional arrow keys until the insertion bar and crossbar are positioned 
squarely on the notehead you want to change. You can also click che notehead with the 
mouse. 

© Press the 9 key. Pressing the 9 key flips a note to irs enharmonic equivalent. If you press 9 
again while the crossbar is positioned on the changed norehead, che note will flip back to 
its original identity. “ 
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) To CHANGE A CHORD’S ENHARMONIC SPELLING 
© Click the Speedy Note Encry Tool Gl, and click the target measure. The editing frame 
appears. 

} Press the right arrow key unui the cursor is positioned on the chord you want to change. 
Press the Up or Down arrow key until the crossbar is of on a notehead. You can also 

click che chord wich che mouse. 

: Press the 9 key. Each cime you press 9, Finale cycles to the next possible enharmonic 
spelling of the chord. If the chord contains several notes with accidentals, there are 

several possibilities. 


To CHANGE ALL OCCURRENCES OF A NOTE (SEARCH AND REPLACE) 
If you want, you can change every occurrence of a note to its enharmonic equivalentc— 
changing every G} to an Ab, for example. 

* Click the Note Mover Tool 1 , and click the measure containing the first occurrence 
of the note to be changed. A handle appears on each notehead. 

© Click the handle of the note you want to change. 

¢ Choose Search and Replace from the Nore Mover menu. A dialog box appears, letting 
you specify additional criteria for the search-and-replace process. First of all, Finale 
wants co know if it should look for the selected nore only in its original octave (click 
Nores). If it should search for the selected note iz arry octave, click Scale Tones. 
Furthermore, you can confine the search-and-replace process to notes of the same : 
rhythmic value as the selected notes by clicking Scales+Durs (matching notes in any F 

5 octave and wich the same duration) or Notes+Durs (marching notes in the original octave ' 

and with che same duration). 
With ail of these options, Finale considers the selected noces’ scale degrees when ! 
searching. For example, if you're searching for a C in the key of C, Finale won’t consider 
C in the key of F a match. Instead, ic will consider F a match in the key of F. 


Click che appropriate button. Another box appears, asking what sort of cransposition you 
want applied. 

Click Enharmonic, then click OK. A new menu, Search, appears. Its commands are Find, 
which finds the next occurrence of a note matching your criteria; Replace, which replaces 
the currently selected nore with its enharmonic equivalent; Replace then Find, which 
corrects the currenc note and then finds the next occurrence; and Replace All, which will 
read through your piece, measure by measure, in every staff, altering every note which 
meets your search criteria. This process may take some time. 

Choose Quit Search from the Search menu. Finale also offers a second method of irs 
Search and Replace fearure that doesn’t require you cto choose menu commands. To use 
this method, click che Note Mover Tool |! , click the measure containing the first 
occurrence of the nore to be changed, and CTRL-click irs handle. A special strip appears 
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at che top of the window, displaying the same commands found in the Special menu, but 
in burton form. You can click chese buttons instead of choosing the commands from the 
Search menu—a method you may find more efficient. Click the Set bucton co display the 
search criteria dialog boxes. Click Cancel to exit Search and Replace mode. 


Enlarging See “Reducing/Enlarging.” 
EPS See “Encapsulated PostScript (EPS).” 


Erasing You can erase any individual element of music from any specified region: lyrics, chord 
symbols, articulations, and so on, without removing any actual notes. You can also erase 


notes avtd all elements from the desired region. 


To ERASE EVERYTHING FROM A SELECTED REGION 

* Click the Mass Mover Tool i. 

© Select the desired region. Click to select one measure, Shift-click co select additional 
measures, drag-enclose to select several on-screen measures, click to the left of the staff ta 
select the entire staff, or choose Select All from the Edic menu ro select the entire file. You 
can also use the Set Selection command in the Mass Mover menu to select a large region 
without scrolling. 

© Press the Delete key. A dialog box appears, asking whether you mean to clear all music 
from these measures, or to delete the measures themselves (which will leave the piece with 
fewer measures). 


© Click Clear. 


To ERASE AN ENTRY (NOTE, REST, OR CHORD) 
° Click the Speedy Note Entry Tool Bl and click a measure. 
© Press the right arrow key until the insertion bar is on the entry to erase. 


© Press Delete. The entire nore, rest, or chord disappears, and the music that follows it slides 
to the left co fill the space. Alternate method: click the Simple Note Entry Tool |4J, click 
the Eraser Tool a, and click above or below the encry. 


To ERASE A NOTE FROM A CHORD 
= © Click the Speedy Note Entry Tool @! and click a measure. 
© Click the notehead you want to erase. You can also use the arrow keys to position the 
insertion bar and crossbar on the norehead. 
© Press Backspace. Alternate method: click the Simple Note Enery Tool (I, click the Eraser 
Tool (21, and click directly on the notebead. 


To ERASE SELECTED ELEMENTS FROM A SELECTED REGION 
* Click the Mass Mover Tool 2 . 
* Select the desired region. Click to select one measure, Shift-click to select additional 


“Measures, drag-enclose to select several on-screen measures, qligk to the lef of the staff to 


select the enare staff, or choose ‘from the Edit menu co select the entire file. You 
can also use the Set Selectign command in the Mass Mover menu co select a large region 
without scrolling. When measures are selected, che Mass Edit menu appears. 

* Choose Erase from the Mass Edit menu. A dialog box appears. 
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* Click Only the Selected Items. Measure irems include markings and ocher data affiliaced 







with measures (not attached to notes). They include: 


x Score Expressions 


‘Smart Shapes 


Repeats 


*\¢ Time Dilation 
Split Points 


Measure Arbicrary Music 
‘+ Measure Text Blocks 


MIDI Expressions 


coe 
sip". o 


pr “*Enrry items are markings, 


Any expression marking you've created wich the Score 
eeeresioa Tool: Dynamics, tehearsal letters, cempo indica- 


tions, and so on. 

Any of the intelligent expression markings located on che bot- 
com of the Si alette: The Over-slur or 
Under-slur, crescendo or decrescendo hairpins, 8va or 8vb 
brackers, and so on. 

Repear barlines or text repeats (such as “To Coda,” “Second 
Time Only,” and so on) created with the Repeat Tool. 


Special tempo modifications made with the Time Dilation 
Tool, or Time Dilation (ritard and_accelerando) dara you've 
captured from a performance in the Transeripcon Tool by 
clicking Capture Time Dilation. 

Any measure “splic points*—places you’ve specified as 
permissible breaking points in a long measure thac might 
scraddle more than one staff system. (You create splie points 
with the Measure Attributes Tool.) 


Floating measures you've assigned to measures, in Scroll 
View only, with the Arbitrary Music Tool. 


Text blocks you've assigned co measures, in Scroll View 


only, with the Text Block Tool. 


MIDI controller data (pedaling, aftertouch, pitch wheel 
usage, and so on) you've captured from a performance in 
the Transcripdon Tool by clicking Caprure MIDI 
Xpression. 


changes made with the Special Tools Tool, and other data 


artached to specific notes. They include: 


Encries , 
Tehqy Nba MoT 8 OO 
Noce Head or 

Percentage Alteradons 


a Staff and Note Expressions 


Lyrics 
Beam Extensioas 


Secondary Beam Breaks 


Tuplet Definitions 


Stem and Beam Alterations 
Entries in Other Staves 
Chords 

Performance Dara 


Special Alterations 


The nores and rests chemselves, and any attached expression 
marks, lyrics, chords, etc. 

Reductions and enlargements of noteheads or groups of 
notes, as well as any reposidoning of noteheads you've 
done by dragging them using the Norehead Tool (in the 
Special Tools window). 

Articulations, single-staff dynamics, and other markings 
qreared with che Scaff Expression or Noe Expression tools. 
Lyrics creaced with che Lyrics Tool. 

Beam modificacions created wich the Beam Exrension Tool, 
one of the Special Tools. 

Beam modifications created with the Secondary Beam 
Break Tool, one of the Special Tools. 

Tupler definidions created with the Tuplet Tool or generated 
by any music input method. If you select chis item, Finale 
will curn ail cuplets into normal non-cupler nores (even if 
the result is too many beats in the measures). 

Stem and beam modifications created with the Special 
Tools Tool. 

Cross-staff notation, creared with the Nore Mover Tool 
(referring not to the notes themselves, only their “cross- 
staff” status). 

Chord symbols created with the Chord Tool. 

Key velocity and Sart and Scop Time data captured from a 
Transcription Tool performance. 

Changes to dots and cies made with che Special Tools Tool. 
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¢ Click Measures or Entries. A dialog box appears, listing the elements as shown on the 
previous page. 

* Click each item you want to erase. You can select more chan one. 

* Click OK, once in each dialog box. Finale erases the selected irems. 


Exploding MUSIC If you have norated a chordal or polyphonic passage, you can tell Finale 
to “explode” the passage onto individual monophonic staves. For example, you can write 
three rrumper parts on a single staff, notated as triads. When you’re finished, Finale can 
explode chat one staff into three individual trumpet staves, each with a single-line part. 


> 





The Explode Music command places the 


os : 
top note of each chord in the top exploded : 
part, the second note in the second, and » b 

= # fad > 


sa. 0n. You can specity the clefs for the 
resuitant staves beforehand. 


To EXPLODE MUSIC ONTO SEVERAL STAVES 

* Click the Mass Mover Tool &. 

© Select the region to be exploded. You can select one measure by clicking, additional 
measures by Shift-clicking, a screenful by drag-enclosing, an entire staff by clicking to the 
left of ic, or the entire piece by choosing Select All from the Edir menu. 

* Choose Explode Music from the Mass Edit menu. The Explode Music dialog box 
appears, asking for more information. 

¢ Enter the number of staves you want the music exploded onto in the Nomber of Splits 
box. 
» Change the Overload Order, if you like. The Overload Order is che spate in which 

“extra” notes are assigned to che resultant staves. For example, if you’re exploding the 
music from a chordal passage into three staves, and one of the chords contains five notes, 
where should Finale put the extra cwo notes? Indicate the order you want extra notes 
distributed among the staves by entering a series of staff aumbers in the Overload Order ~ 
= text box. 

If you left the default numbers in this box (12340000), Finale would distribute “extra” 
nores from the original five-note chord sequentially among the resultant staves. That is, it 
would notate the top two notes on the first exploded staff, the next two on the second 
staff, and the fifth (boctom) note on the third exploded staff. If the Overload Order was 
11111111, however, Finale would place ail che “extra” notes (the top three of the 
original five-note chord) on the top exploded staff. The remaining staves would receive 
one note each. 


¢ Enter the desired clefs for the exploded staves, and click Use These Clefs. In Finale, each 
clef is numbered as follows: Treble (0), Alto (1), Tenor (2), Bass (3), Percussion (4), 
Treble Orrava Bassa (5), Bass Otrava Bassa (6), and Baritone (F clef) (7). 
If you’re exploding a triadic passage onto staves for violin (treble), viola (alto), and cello 
(bass), you’d cype 013 as the first three digits in the Use These Clefs box. (If you just 
want all exploded staves to begin with che defaulc [treble], leave che Use These Clefs box 
unchecked, and ignore the numbers.) 
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* Click OK. Anorher box appears, asking whether Finale should create new staves to hold 
the exploded marerial (in which case they'll appear ar the bottom of the score), or 
whether the exploded music should fall on existing staves—beginning with the top 
selected (“pre-explosion”) staff. 

© Click New if you want Finale to create new staves to hold the exploded music. Click Top 
if you want the music (o fall on existing staves, beginning with the top selected staff (or 
staves). Lf you've selected a large amount of music, this process may take time. Be aware 
that Note and Staff Expressions on the source staff also appear in the resultant staves. 


Exporting This encry contains instructions for exporting graphics and printer files, as weil as 
inscructions for exporting a Finale file to another brand of computer also running Finale. 
For instructions on creating standard MIDI files, see “MIDI files.” For information on 
copying music to other Finale files, see “Copying music.” To find our how to export 
Encapsulated PostScript Files to other programs, see “Encapsulated PostScripe (EPS).” 


To EXPORT GRAPHICS 
You can create three kinds of graphics from Finale: EPS files (see “Encapsulated 
PostScript (EPS]),” compiled PostScript files (see “To export printer files,” below), and 
sereen shoes (see “To export screen shots,” below). 


To EXPORT PRINTER FILES 

If vou work with a PostScript device, you may want co create compiled PostScript files— 
printer Giles chat contain complete PostScript descripaons of che pages you prepared in 
Finale. The value of chese files is chat you don’t need Finale to print them, and they take 
Jess time to print chan files printed directly from Finale. If you go to an output service to 
print your Finale pieces, you don’t have to take the Finale program disks with you. Take 
the compiled PostScript files and PETRU.PSF, and make sure you have access to a 
downloading progrant for PostScript fonts and files (see “Printing”). When it comes time 


to print, yo < download the PETRU.PSF font to the device before you print the ile 
itself. = 


* Prepare your Finale piece completely for printing. 

* Choose Compile PostScript Listing from the File menu. A dialog box appears. 

» Click From and enter the range of pages to be included im the Pages From and To boxes. 
If you want all the pages included, click All. Ar this point, you have several ocher printing 
options (see “Printing” and “Tiling pages”). You can also specify letter (standard) or 
legal size pages. 

* Click Compile. Finale now asks you to name the PostScript file. 

« Encer a filename and click Compile. Be sure to include the file extension “.PS” with your 


name. 





To EXPORT SCREEN SHOTS 
To export screen shots, you must have a screen shot utility program thar runs under 
Microsofr Windows. Consult the ucilicy’s manual for informacion. 


To EXPORT STANDARD MIDI SEQUENCER FILES 
See “MIDI files.” 
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To ExporT FINALE FILES TO OTHER COMPUTERS 
You can save Finale files as special text-only files called ENIGMA Transportable Files, or 
ETFs, which can be read by Finale running on other kinds of computers. 


© Open the file you want to export. 

Choose Save As from the File menu. A dialog box appears, in which you can provide a 
name for the new file you’re crearing. ; ee 

« Enter a name for the ETF you're creating. Click ENIGMA Transportable File. Be sure to 
add the file extension “.ETF” with your name. 

* Click Save. You can transfer the ETF to another computer either by modem or by disk (if 
the source and destination computers can share disks). 


Expressions See also “Crescendo/Decrescendo,” “Dynamics,” “Slurs.” 


There are three tools for creating and placing expression marks in Finale: che Note 
Expression Tool, the Scaff Expression Tool, and the Score Expression Tool. (See also 
“Expressions: Noce Expressions,” “Expressions: Score Expressions,” and “Expressions: 
Staff Expressions.”) 

The sets of symbols, expression marks, and shapes accessed by these tools are stored in 
libraries, Unlike many other music programs, which provide a permanent set of musical 
symbols that are always available to you, Finale gives you the option of loading your 
choice of symbol sets into each individual file. If you’re scoring a big band piece, you may 
want to create a library full of fall-off, bend, and “doit” markings—bur you certainly won’t 
need those expressions when you write a string quartet. The File menu in Finale offers two 
commands: Load Library, for bringing expression marks into a file, and Make Library, for 
storing symbols you’ve created or modified in a separate library of their own, ready to be 
imported into furure pieces. 

Unless you’ve removed DEFAULT.MUS from the FINALE directory, a basic set of Note, 
Seaff, and Score Expression markings are loaded when you create 2 new file. If the selection 
palerte comes up empty when you’re attempting to place an expression in che score, it’s 
because DEFAULT.MUS (which came with the program} wasn’t in place. You cam remedy __ 
the sicuation by choosing Load Library from the File menu, locating the LIBRS directory, -.: 
and double-clicking the correct libraries (NOTEEXPR.LIB for the Nore Expression Tool, — 
TEXTEXPR.LIB and SHAPEXPR.LIB for the Staff Expression and Score Expression © 
Tools). But before you start Finale again, place DEFAULT MUS in the FINALE directory 
so you won’t have to repear this process every time you start a new file. 


Expressions: Note Expressions The Note Expression Tool [3] is used for articulation 
symbols, such as staccato, accent, or fermata markings. Each consists of a single character 
(letter) from any font. Most of the time, you’ll want co use Finale’s own Petrucci music 
font, in which all the characters are musical symbols. A complete list of Petrucci characters 
appears on the Quick Reference Card. 

A Nore Expression must be attached to a note: you can’t insert one in an empty measure. Ic 
maintains its position relative to that note, even if you transpose the note. You can define a 
Note Expression for playback, whereupon it affects only the note it’s attached to. (The 
Score and Seaff Expressions, in contrast, remain in effect until counteracted by another 
such mark. For example, a p makes the playback soft uncil an fappears.) Some of the 
Note Expressions that come pre-loaded in DEFAULT.MUS have been defined for playback 
(the staccato and accent, for example). 


| EXPRESSIONS: NOTE EXPRESSIONS 








If you have many articulations co place in the score, you'll save time by assigning each 
symbol to a Metatool (a keyboard equivalent). See “Expressions: Staff Expressions—To 
create Note, Staff, or Score Expression Metatools” below. 


To pur 4 Note Expression IN THE SCORE 

* Click the Nore Expression Tool [5] . 

* Click oa, above, or below the target note. The Note Expression Selection box appears. 

* If you see the desired marking in the selection box, double-click it. You rerum to the 
score, and the marking is artached to the noce. sone 

* If you don’t see the marking you wanr, click Create. The Note Expression Detinition 
dialog box appears. : 

* Type the character thar corresponds to the desired marking. Keep in mind thac the 
character you type in the *Symbol* text box always appears in che 12-point System font, 
even if the character corresponds to a musical symbol in the Petrucci font. If ie pas to 
see how this character will actually appear in che score, click Set Font. The defa tial is 
Petrucci 24-poinr, but you can choose any fone. (A complete list of the symbols an 
markings available in Finale’s Petrucci music font appears on the Quick Reference Card, 
which also tells you what to type in order to produce each character.) ; 

There are some other options in this dialog box that may interest you, (00. recite Top 
Note if you want to “fasten” che marking to the top note of a chord (instead 0 q e ; 
defaule, bortom note). Click Clone mark if you want to create 2 “scretchable” symbo 

like crill notation or rolled chord markings. 


« If you want co define the Note Expression for playback, 
appears, letting you specify a playback definition (see “To 
playback,” below). Click OK. 3 des 

* Click OK or Select in each dialog box to return to the score. The marking is ce 
Adjust its position if necessary (see “To move or delete a Note Expression, au 4 
If you have many articulations to put into a score, consider creauing Merarools oss ¥e 
equivalents) for your most commonly used symbols. Using 2 Mexarool, youcan,. ype 
the dialog box and put a marking into the score with a single click. See aoe 
Scaff Expressions—To create Note, Staff, or Score Expression Metatools,” below. 


click Playback. A dialog box 
define a Nore Expression for 


TO MOVE OR DELETE A Note Expression 


© Click the Note Expression Tooi (8). 
© If the marking’s handle isn’t visible, click the note ir’s attached to. peer 
q . keys to “nudge” it for 
* Drag the handle to move the marking. Select it and press the arrow Xcy asst 
fine positioning. Select it and press Delete to remove it. If 70a deleze the mark and ir sall 
appears to be on the screen, choose Redraw Screen from che ‘View menu. 


To DEFINE A NoTe EXPRESSION FOR PLAYBACK 

* Click the Note Expression Tool [3] . 1 you haven’r yet piaced the eo 
the score, click any note. When the palette appears, click he desired sym 
Edit, then skip to the instruction marked by the coda sign- oe 

* Click the nore the marking is attached to. A square handle appears on the marking. 

* Double-click the handle. The Note Expression Definition >ox appears. 

@ Click Playback. The Playback Definition box appears. 

« Determine the playback effect by clicking Key Velocity 
Velocity Based marking affects the velocicy (volume) of 
and marcato markings are good examples. If you select Key 
numbers you enrer in the Top Note and Bottom Note boxes 
The values range from ~127 to 127, where a negative nomoes 
softer than unaffected notes, and a positive number will ake Be a 


Expression in 
and click 


Based or Time Based. A Key 

tes noce. Accents, suress markings, 
Velocity Based, then che 

are MIDI velocity values. 
will make che affected note 
ffected note louder. 
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A Time Based marking affects the Gming and duration of a note. Seaccato marks and : 
rolled chord markings are good examples. A Time Based effect lengthens or shortens the P&S 
affected noce’s duration by shifting irs attack point forward or backward in time—a Ey 
useful option for producing rolled chord effects. If you also select Alter Duration, the wad 
target marking shifts the affected note’s release point instead—a useful o ption for “ 
staccato markings. If you select Time Based, che numbers you enter in the Top Nore and 
Bottom Nore boxes are in ENIGMA Durational Units, or EDUs. There are 1024 of these 
very fine rhythmic increments per quarter nore. To create a Note Expression thac affects 
the timing of 2 note, you should enter numeric values large enough to create a noticeable 
thythmic difference on playback—256 (a sixteenth note) and higher. 


© Specify the playback definition of the marking. You’ll notice thar there are cwo boxes 
here: Top Note and Bortom Note. These boxes come into play when you're attaching a 
Note Expression to a chord, because the top and bortom notes can have different values 
(Finale scales any middle notes proportionately). With this setup, you can create effects 
such as rolled chords. 
You'll also notice that there’s a Value is Fraction check box. If you’re creating a value in 
fractional form (defining a staccato note to be ¥$ of its normal duration, for example), use 
the two Bottom Note boxes ro enter the numerator and denominator (respectively) and 
click Value is Fraction. In chis case, the Top Note box will be ignored. The Value is 
Fraction option only has an effect if you’re creating a Time Based marking. 


* Click OK or Select in each dialog box to return to the score. 





To erase NOTE EXPRESSIONS FROM A REGION Ge 

* Click the Mass Mover Tool [& . = 

© Select the desired region. Select one measure by clicking, additional measures by Shift- 
clicking, a screenful by drag-enclosing, an entire staff by clicking to the lef of it, or the 
entire piece by choosing Select All from the Edit menu. In any case, the Mass Edit menu 
appears. ; 

Choose Erase from the Mass Edit menu. The Items to Erase dialog box appears. 

+ Proceeding through the dialog boxes, click as follows: Only the Selected Items, Entries, * 
Only the Selected Items, Seaff and Note Expressions. 

© Click OK, once in each dialog box. 
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To coey Note Expressions 

You can copy any musical elements—such as Note Expressions—from one passage to 
another. In this discussion, the “source measures” are those that currendy conrain the 
articulations, and the “target measures” are those to which you want to copy them. 


* Click the Mass Mover Tool B! . 
¢ Choose Move Only from the Mass Mover menu. 
* Choose Entry Items from the Mass Mover menu. The Encry Items dialog box appears. 


© Select Staff and Note Expressions, and click OK. 

© Select the source measures. Click to select one measure, Shift-click to select additional 
measures, drag-enclose to select several on-screen measures, click to the left of the staff to 
select the entire staff, or use the Set Selection command from the Mass Mover menu to | 
select a large region without scrolling. i se 

° Drag the first source measure so that it’s superimposed on the first target measure. If the 
firse target measure is off-screen, scroll to ic and CTRL-Shift-click the measure. Unless 
you drag to a region directly above or below the source measures, the How Many Times 
dialog box appears. Mead 

* Specify the number of times you want the articulations copied and click OK. Finale only 
copies articulations to notes that fall on the same beats as they did in the source 
measures. The articulations maincain their positions relative to che noteheads. 
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Expressions: Score Expressions Score Expressions, created and placed in the score 
with the Score Expression Tool Si, are very similar to Staff Expressions (see 
“Expressions: Staff Expressions,” below). The two tools share precisely the same libraries 
of Text and Shape Expressions, they use che same set of Metatools, and their dialog boxes 
are nearly identical. The fandamencal difference is that Score Expressions can appear in, 
and affect che playback of, some or all staves at once, whereas a Staff Expression only 
appears in a single staff. 

You place a Score Expression by clicking exactly where you want the expression to 
appear—even above an empty measure. Since this marking will affect every staff in che 
score, it’s useful for rehearsal létters, tempo indications, and other markings that don’t 
need to be directly attached to noces. After you choose the desired marking from the 
selection palette chat appears, you encounter a dialog box with wo important options: 
Individual Positioning and Staff Lists. 

Under normal circumstances, the Score Expression Tool places a marking in every staff, at 
precisely the same position. Move any marking and the ones in all other staves move 
simultaneously. However, if you click Individual Positioning when placing che marking, the 
marking in each staff becomes independently movable. If you click Scaff List, a table 
appears, listing every staff in the score and allowing you to click each staff you want to 
apply chis marking to. In other words, you can specify a subset of the staves in which chis 
marking appears. For a more complete discussion of Seaff Lists, see Tucorial 6 in Learning 
Finale. 

If, after placing a mark, you want to change its positioning mode (Individual Positioning or 
not) or ics Staff List assignment, Shift-double-click its handle. The Expression Assignment 
box will appear. 

For information regarding specific markings (tempo indications, crescendos, and so on), see 
their individual encries. 


If you intend to make use of the Shape Expressions, here’s an important dp. Assign each to 
a Meratool (see “To create Note, Seaff, or Score Expression Metatools,” below) before 
placing them in the score. Otherwise, you'll find chat the shapes aren't individually 


reshapable. 


4 


To CREATE A Score EXPRESSION 

* Click the Score Expression Tool fi. Click where you want the marking to appear. (If 
there’s already a Score Expression in the measure you clicked, ics handle appears. Click 
again to create a new one). 

The Score Expression Selection box appears. If you’re creating a Shape Expression, click 
Shape. Remember, if you intend to place more than one of the desired shape into the 
score, place it into the music using a Meratool (see “To create Note, Staff, or Score 
Expression Meratools,” below). 

In any case, if the desired marking already appears in the list, click it and skip to the 
instruction marked by the coda sign. 

* Click Create. The Text (or Shape) Expression Designer appears. To create a Shape 
Expression, click *Shape ID”, then click Create. The Shape Designer appears (see “Shape 
Designer”). Design your shape, click OK, then Select, then OK, and skip to the 
instruction marked by the coda sign. 

* Type the Text Expression. Click Set Font to change the cype style, chen click OK. 

Click OK. 

r] @ Click Select. The Expression Assignment dialog box appears. Individual Positioning 

means that you can move this marking independently in each staff. If you don’t click this 
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box, the positioning of this marking changes in all staves at once when you move any one 
of them. 

If you click *Seaff List*, Finale displays a list of all staves in the piece. Click in the Score 
column so thar a check mark appears across from the name of each staff in which you 
wane the marking to appear. (You can also specify whether or noc the marking will 
appear in a staiPs extracted part by placing a check mark in the Part column. The check 
marks in the Part column also govern which staves’ playback will be affected by this 
Score Expression.) When you’re finished configuring the Staff List, click OK. For a more 
complete discussion of Staff Lists, see Tutorial 6 in Learning Finale. 


Click OK. 


TO MOVE OR DELETE A Score, Expression 

* Click the Score Expression Tool ©]. 

© Click the measure to which the expression was attached. Its handle appears. 

+ Drag the handle ro move the expression. Select it and press Delete to remove it. Once the 
handle is selected, you can also use the arrow keys to “nudge” the expression for fine 
positioning. 

To DEFINE A Score EXPRESSION FOR PLAYBACK 
See “Expressions: Seaff Expressions—To define an expression for playback,” below. 





To ERASE Score EXPRESSIONS FROM A REGION 

° Click the Mass Mover Tool &!. 

* Select the desired region. Click co select one measure, Shift-click to select additional a j 
measures, drag-enclose to select several on-screen measures, click ro the lefr of the staff to ~@ a 
select the entire staff, or choose Select All from the Edir menu to select the entire file. You — 
can also use the Set Selection command in the Mass Mover menu to select a large region 
without scrolling. In any case, the Mass Edit menu appears. 

* Choose Erase from the Mass Edit menu. The Items to Erase dialog box appears. 

* Proceeding through the dialog boxes, click as follows: Only the Selected Items, Measure 
Items, Score Expressions, 

* Click OK, once in each dialog box. 


To copy Score Expressions 
In this discussion, the “source measures” are those thar currently contain the expressions, 
and the “target measnres” are those to which you want to copy them. 

* Click the Mass Mover Tool &!.. 

* Choose Move Only from the Mass Mover menu. 

* Choose Measure Items from the Mass Mover menu. The Measure {tems dialog box 
appears. : 

© Select Score Expressions, and click OK. / 

© Select the source measares. Click to select one measure, Shift-click ro selece additional 
measures, drag-enclose :o select several on-screen measures, click.zo che lefr of che staff to 
select the entire staff, or choose Ser Selection. command from the Mass Mover menu to 
select a large region wirtour scrolling. ; 

* Drag the Grst source measure so that it’s superimposed on the firse target measure. If the 
first target measure is ovf-screen, scroll to and CTRL-Shift-click ic. Unless you drag to a 
region direcdy above or below the source measures, the How Many Times box appears. 

* Specify the aumber of simes you want the markings copied, and click OK. 
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Expressions: Staff Expressions Staff Expressions, created and placed in the s 
with the Seaff Expression Tool (#1 , are very similar to Score Expressions. The two 
share precisely the same libraries of Text and Shape Expressions, they use the same se 
Metatoas, and their dialog boxes are nearly identical. The fundamental difference is u 
Seaff Excression appears in, and affects the playback of, only one staff. A Score Express 
can aifex several or all staves in the score. Stat Expressions, like Note Expressions, mus 
be attached to a nore (you can’t place one in an empty measure). 
There are swo kinds of Staff Expressions: Text Expressions (legato, arco, f*, 
Shape Exsressions (glissandi, slurs, hairpins, and so on), The Shape Expressions are created 
in the Shape Designer, Finale’s buile-in PostScript graphics generator. They print extremely 
well on 3ostScripe devices. : 
It’s a goad idea to use the Smart Shapes in the Simple Note palette for slurs, hairpins, and 
dorted-iite shapes. Nor only do they produce the same high-quality printouts as Shape 
Expressicns, but they’re intelligent—they expand and contract along with the music they’re 
assigned =, and they automatically break into swo independent shapes if the main shape 
happens = straddle rwo statf systems (see “Crescendo/Decrescendo.”) 


If you imend to make use of the Shape Expressions, here’s am important tip. Assign each to 
a Meraroni (see “To creare Nore, Seaff, or Score Expression Meracools,” below) before 
placing =m in the score. Otherwise, you'll find that the shapes aren't individually 


reshapane. 
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To creaTE A STAFF EXPRESSION 
© Click ne Seaff Expression Tool (Fi. Click on, above, or below the note you want Co 
attach =e marking to. The Staff Expression Selection box appears. If you’re placing.a 
Shape Expression, click Shape. Remember, if you intend co place more than one of the 
desired szape into the score, place it into the music using 2 Meratool (see “To create 
Nove, Seatf, or Score Expression Metatools,” below). ; . 
In any =se, if the desired marking already appears in the list, click it and skip to the 
instrucson marked by the coda sign. r 
© Click Create. The Text (or Shape) Expression D 
Expression, click *Shape ID*, chen click Create. 
Designer”). Design your shape, click OK, then Seiect, then O. 
instruccon marked by che coda sign. . 
= « Type the Text Expression. Click Set Fone to change the type style, then click OK. 
* Click OK. 
, Click Sect. The Expression Assignment dialog box ap 
to this Sax, so in most cases you can just click OK. Howev , 
options 2ere. Click Offset from Bortom Note (to select it) if you want the marking 


positioned relative co the bottom nore of a chord, so thar it maintains Its distance from 
botrom note, or add a 


the boount note. In other words, if you change the pitch of the : ‘ 
) lower zmch to the chord, the marking adjusts to the new pitch. If you don’t select this 
option, ste mark will be positioned relative to the top nore of the chord. . 
There’s ziso an option called Scale Play Scart (“scale” is a verb here}. You usually hear 


the plarzack effect of a Staff Expression at the moment Finale reaches the note to which 
inale ro execute the playback 


eed a a 


esigner appears. To create 2 Shape 
The Shape Designer appears (see “Shape 
K, and skip to the 
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pears. You'll rarely make changes 


er, there are some use 


S , 

: , it’s arraczed. By selecting Scale Play Start, you can tell Fi 

d ) effects of the mark according to its horizontal position in the measure. In other aad 
H you can make the playback effect take place slightly later or earlier by dragging ‘a 

4 ’ marking. And finally, if you’ve assigned Ourput Routes to your staves (see MID] 

: sic you want this Seaff Expcession to 


Channes”), you can choose the element of the mu: 
affect: Laver 1, Layer 2, Chord (symbols), or Expression(s). 
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i } * Click OK The marking appears in the score. 
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+ Enter a new Level Scale, if necessary. The Level Scale is also a ratio. Instead of determining. 
how long the Executable Shape’s effect will last, the Level Scale determines how much" 
change you'll hear (in the MIDI parameter you've specified). When you design your shape, 
each horizontal gridline crossed by your shape represents one change in MIDI valuea |) 
tempo change from 60 to 59 beats per minute, a MIDI key velocity change from 120 ro 
121, a transposition down one half step. By changing the Level Scale, you cam multiply 
that number to create more dramatic changes in the playback effect. Fora ritard, you. 
might want to specify a Level Scale of 10:1, so that che tempo drops by 10 beats per 
minute for each horizontal gridline crossed by your shape. pr rie. 

Click OK if the mark was already placed in the score. Otherwise, click OK or Selectin 
each dialog box to rerurn to the score. Listen to che effect of your Executable Shape. Can © 
you even hear your citard in playback? If not, ory increasing the Level Scale ratio. Is your 
crescendo too brief? Then increase the Time Scale ratio. If you're still puzzled, examine -- 
one of the predefined Text or Shape Expressions thar use Executable Shapes: the crescendo 
hairpin, for example, or the rallentando expression. 


To create Note, Starr, or Score Expression METATOOLS 
When you have many articulations or expression marks to place in your score, you can 
bypass all che dialog boxes and burton-clicks required in che expression-placing 
procedures described above with the use of Meracools. A Meratool is simply a keyboard 
equivalent for a certain expression marking. You use the number keys, 1 through 8, on 
your keyboard, so you can have eight Noe Expressions and eight Scaff/Score Expressions ~ : 
at a time. 
Furthermore, Staff and Score Expression Metarools are extremely important if you want 
to place more than one of any particular Shape Expression into the score. If you don’t 
place them into the score using Meratools, you'll find that the shapes aren’r individually 
reshapable. 

© Click the tool you'd use to place the desired marking in the score: the Note Expression (©! , 
Staff Expression [9], or Score Expression Tool ©]. = 

© While pressing CTRL, press any number key, 1 through 8. The number key you press is 
the Metatool number you’re assigning the marking to. The selection box appears. If the 
marking isn’t present in the palette, you can create it (see the preceding entries for 
instructions on creating Nore, Staff, or Score Expressions). 

© Double-click the desired marking. Click OK or Select in each dialog box to return to the 
score. You've successfully prepared the Meratoci for use. Here's how to place the marking 

- in the score. Make sure the proper tool is selected. ce ee ae, 

© While pressing the appropriate number key, click where you want the marking to appear. 
(Keep in mind that you must click on, above, or below a note to placs a Note or Staff 
Expression.) The marking appears in the score. i 
Remember to use this Metatool technique all the time if you plan to place Shape 
Expressions into the score. Doing so will ensure that each occurrence of a shape is 
individually reshapable, because each time you use a Meratool, it creates a copy of the 
original shape. Otherwise, when you change one shape, you automatically change every - 
occurrence of thac shape. 












































Extracting parts Finale offers you chree ways Co extract parts: Special Part Extraction, which *. aay 
uses Page View oo dsplay the extracted part (while Sroll View still contains the full score); 3 
Splic Orchestral File, which creates a separate Finale file for each part; and Print Parts, whick 
causes each nart to be printed immediately (note that if you choose this option you wont 


have a chance to edit the parts before they print). 
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Before extracting any parts, you must load a multimeasure rest library into the full score. 


This library contains a selection of shapes for multimeasure (block) rests. When an 
instrument doesn’t play for more than one 


aes See 
together into such a block rest. 


Finale automatically breaks up block rests at key or time changes, double barlines, repeat 

barlines or text repeats, any “real” whole rest (a whole rest you entered, noc the default 

whole rests that appear in any measures left empty), or any measure whose barline has 

been made a “Light Line.” (To access the barline options, double-click a barline’s handle 

with the Measure Actributes Tool al -) 

For a more complete discussion of part extraction, see Tutorial 8 in Learning Finale. 

To LOAD MULTIMEASURE REST SHAPES INTO A SCORE 

+ Choose Load Library from the File menu. A list box appears. 

© Locate the LIBRS directory, and double-click MEASREST.LIB. You have just loaded the 
necessary shapes for the multimeasure (“block”) rests. 


To EXTRACT PARTS USING SPECIAL PART EXTRACTION 

« Click the New Staif Tool il. Click the handle of the part you want to extract If 
you’ re extracting a piano part, you can highlighe boch staves’ handles. 

© Choose Special Part Extraction from the Edit menu. A dialog box appears, asking you 
which Muitimeasure Rest shape you want [0 use. 

* Click *Shape ID*. A palecte of the shapes you've loaded into this file appears. (See “To 
load multimeasure rest shapes into a score,” above.) 

* Click the desired multimeasure rest shape. The first block rest produces excellenc results 
on a PostScript device but will look slightly misaligned on the screen. Use the second 
block rest if you are not prinung with a PostScript device. 

© Click Select. 

« Set the font and position for the multimeasure rest number. Set the fout and style for the 
number thar appears over the rest by clicking Set Fone. Ser the position of this number by 
entering a value in the Descent field. The descent is measured from the top line of the 
staff (whose value is zero), so the larger the Descent value—measured in EVPUs, of 
which there are 288 per inch—the lower the number will be positioned. 

© Click OK. If you later change your mind about any of the settings you just made—the 
rest shape or the font and position of the number—choose Special Part Extraction again 
from the Edit meau to cum it off. Then repeat these instructions from the first step. 

¢ Choose Page View from the View menu. Page View now contains the extracted part, 
which you can edit as desired. Any page layout changes thar you make to the part will 


also affect the full score. 
« Choose Print Score from the File menu to princ the part. For a more complete discussion 
earning Finale. 


of Special Part Extraction, see Turorial 8 in L 


To EXTRACT PARTS INTO INDIVIDUAL FILES 

« Choose Parameters from the Special menu. The Parameters box appears. 

* Click *Shape ID*. A selection box appears, displaying any multimeasure rest shapes you 
have loaded. (See “To load multimeasure rest shapes inco a score,” above.) 


« Double-click the desired multimeasure rest shape. The first block rest produces excellent 
results on a PostScript device but will look slighdy misaligned on the screen. Use the 
second block rest if you are noc printing with a PostScript device. 
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* Set the fone and position for the multimeasure rest number. Ser the fone and style for the 
number that appears over che rest by clicking Ser Font. Ser the foat and click OK. Set the 
position of the number by entering a value in che Descent field. The descent is measured 
from the top line of the staff (whose value is zero), so the larger the Descent value— 
measured in EVPUs, of which there are 288 per inch——the lower the number will be 
positioned. 


* Click OK. 


* Save and close the full score file. 
© Choose Split Orchestral File from the File menu. ; 
* Double-click the full score file. The Splic Orchestral File box appears. 


* Specify the range of staves you want extracted by clicking the arrow buttons. The cwo 
upper burtons control the “From’* number (or staff name, if chere is one), and the two 
lower buttons control the “To” number (or staff name). Click the buttons undl the 
ames or numbers in the From and To indicators correctly describe the range of staves 
you wane extracted. 


¢ Enter a pathname (including a filename) for the resultant files. Finale proposes the 
present pathname with the beginning characters of the full score’s flename, followed by 
a number sign (#), followed by the file extension “. MUS”. The number sign will be 
replaced by the ewo-digic sraff number of the extracted part (01, 02, ere.). You muse 
include a number sign just before “. MUS”. If you click Asking the User, Finale will pause 
berween each file to ask you to name the next one.* 


* Choose the split basis by clicking Staves or Groups. If you leave Scaves selected, Finale 
will place each staff into irs own extracced part file, even if that means char the treble-clef 
and bass-clef staves of a piano part result in rwo separate files. If you click Groups, any 
staves thar have been grouped together (such as keyboard or harp parts) will be extracted 
together. Any single-staff instruments thar have nor been grouped won't be extracted at 


* Leave Compress Files checked, if desired. The Compress Files option takes longer, bur ~ 
results in smaller files. If you want to save time, uncheck Compress Files, but be aware. 
that each resultant file will require almost as much disk space as the full score fle, oo. 

* Click OK. Finale now presents a large dialog box, letting you specify different formatting 
than the full score file. ‘ : 

© Specify the Page Boundaries and Margins, and the System Margins (if necessary). -* 
‘The Page Boundary numbers define the page size as measured from the borrom left 
corner, in EVPUs (288 per inch). Thus, ro specify an 8B by 11 sheet of paper, the 

_ aumbers in these boxes should be as follows: Top—3168 (that’s 11 inches), Left and_ : 
Bottrom—0, Right—2448 (that’s 8B inches). (The defaule values are those that were set in 
che full score file.) : 


The numbers in the Page Margins boxes, also measured in EVPUs, define the margins. A 
half-inch margin all the way around che page has the following measurements—Top and 
Right: -144; Boctom and Left: 144. The System Margins represent the distance from the 
edge of each system to the page margins. All are initially 0 excepr the Boctom, which. 
defaults to -200 (referring to the space berween systems). See also “Page layout.” 


* Specify the percentage reduction (Page Percentage), and any special formatting for the 
first page and system. If you want the first line of music to appear indented, enter a larger__ 
EVPU value in the First System Indent box. If you want the firse line of music to appear, 
fower on the first page, enter a value that’s lower (chat is, a larger negative value) in the. 
First System Drop box. You can also lower the first page top margin (First Page Drop). 
Your headers and footers, however, are attached to this margin. So, if you want to move 
the music down on the page, do so by increasing the First System Drop. You can also 


* In che unlikely evenc that a file about co be generated has the same aame as an existing file in the 
same directory, Finale will noe alert you before cepiacing the older file wich the new one. 
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specify the distance becween systems (Top Staff) and the distance herween che staves of 
each system (Between Sexves). Check New Distances if you chanue these numbers. 

« Specify any page layour gempents you want added to or removed from the parts. For 
example, you may wane Sse imstrumenc name to appear at the top vt each page as a 
header. Click Seaff Name Headers co bring up a dialog box, lectinu 79" specify their 
position and fone setting. f you do so, you may then want to remave TRE instrument's 
name from the individuai staves (for Items to Scrip, click Scaff Names). You can also 
remove text blocks or headers/footers assigned co page 1 (Page ! ‘text Blocks, Page 1 
Headers/Footers) or to evexy page bur page 1 (Page 2+ Text Blocks. Pase 2+ Headers! 
Footers), and you can remove any Global Headers/Footers. 

* Click OK. Finale will generare,an individual Finale file for each patt. according to your 
specifications. Allow pleary of time for Finale co complete the task, copecially wich large 
files, and make sure theres room on the hard disk to hold them. 


To REFORMAT AND PRINT EXTRACTED PARTS 

With separate files for each part, you can make and save changes ndepe 
» Open an extracted part file. 

+ Choose Special Part Extraction from the Edit menu (to uacheck 1+). 


« Make changes. Use Mass Mover Metatonl 3 or 4, for example, te /e* 
according to an allotment library. 


« Using the New Staff tool (in Scroll Views, choose Select All. 

» Choose Special Part Extraction from the Edit menu (to recheck it/, and click OK. 

+ Choose Save from the File menu, then choose Print Score from the pile menu to print the 
part. : 


ndently. 
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To PRINT EXTRACTED PARTS DIRECTLY FROM THE SCORE 

This option is fast and simple but it gives you no part-by-part forsnaiting POWETS. The 
measure widths in the score are the measure widths you'll get in wach extracted part, 
making it useful for pieces in which the aeasures have a uniform wash. 

« Choose Print Parts from the File menu. + dialog box appears, asko® yens which 
multimeasure rest shape you want to use. 

# Click *Shape ID*. A palerte of the shapes vou’ve loaded into this fhe spPear- (See “To 
load multimeasuce rest shapes into a soxe,” above.) 

« Click the desired multimeasure rest shape. The first block rest peo<Moor® excellent results 
oma PostScript device but will look slig=ty misaligned on the serene LAE che second 
block rest if you are not printing with a PostScript device. 

* Click Select. 

« Set the font and position for the omitimeasare rest number. Set Gt ne Ss 
number that appears over the rest by cling Set Fone, Ser the poets A irae number by 
entering a value in the Desceat Seid. The descent is measured froma 6 OP. line of the 
staif (whose value is zero), so the larger ne Descent yalue—mease7> ZVPUs, of 
which there are 288 per inch—se lower ne number will be posit zee 

* Click OK, The printing dialog 50x appeirs as usual, and Finale ees so peinc che 
parts, one by one. 
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ja FALL-OFF FERMATAS 


Fall-off While a fall-off is musically nor che same thing as a glissando, the technique Finale uses Fr 
to produce an adjustable slanted line arrached to a notehead is the same. See “Glissando.” i 
Feathered beaming See “Beaming: Feathered beaming.” t 


rosea 


Expression library into your file (or if DEFAULT.MUS is in place), you won't have to 


create the symbol. 
There may be cases in which you wanr to create the fermata as a Staff Expression or Score £ 
Expression. If you want the fernfara to appear in every part, enter it as a Score Expression. i 


If you want the playback to be affected by a fermata, define it as a Staff Expression or 
Score Expression, because Noce Expressions can’t access an executable shape, which the 
fermata playback needs co follow. 


To PUT A FERMATA ON A NOTE (NOTE EXPRESSION) f 

* Click the Note Expression Tool [3] . i 

* Click on, above, or below the note. The Nore Expression Selection box appears. 

« If you see a fermata in the selection box, double-click it. You rerurn to the score, and the 
mark is attached to the note. . 

¢ If you don’t see a fermata in the selection box, click Create. The Note Expression 
Definition dialog box appears. 

* Type Shift-U. In the Petrucci music fone, Shift-U is the fermata ~. For the inverted 
fermata ~, type U without pressing Shift (a lower-case u). ; 

* Click OK, thea Select to exit the dialog boxes. 


, To copy Note EXPRESSION FERMATAS 
See “Expressions: Note Expressions—To copy Note Expressions.” | 
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Fermatas The fermara, or hold ( - or ), is a Note Expression. Lf you’ve loaded a Note 
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To pur A FERMATA IN MANY STAVES AT ONCE (SCORE EXPRESSION) _ 


* Click the Score Expression Tool 4]. f 

* Click on, above, or below the measure in which the fermata is to appear. The Score : 
Expression Selection box appears. If you've previously creared the fermata, it will appear 
in this box. Click i and skip to che instruction marked by the coda sign. 

© Click Create. The Text Expression Designer appears. 

* Type Shift-U. Or rype a lower-case u for an inverted fermata w. 

© Click Set Font and change the font to Petrucci 24-point. Click OK to exit the font 

selection box, and click OK again. 

} * @ Click Select. In the box that appears, you can specify Individual Positioning (which 

allows you to move each staff's fermara independently) or Seaff List (which allows you to 
specify a subset of staves in which the fermata is to appear). If you plan to define the 
Fermara for playback, also click Scale Play Sear. 
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u ° Click OK. You can also use this process to create a Staff Expression fermata (which will 

only appear in one part). Since che Note Expression route is much simpler, you should 

} use the Staff Expression method only if you want to define the fermara marking for 

playback. f:, 


To MOVE OR DELETE A FERMATA 
© Click the rool you_used to create the fermata (Note Expression Tool [3] or Score 
Expression Tool #7! ). 
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click the note (or measure) to. which it was dttactied: Hoe 


« Drag the handle to move the fermata. Select it and press the arrow keys to “nadge’ for: 
fine positioning. Select it and press Delere to remove it. If you delete the fermata and it. 
still appears to be on the screen, choose Redraw Screen from the View menu. ~~ - 


« If the fermata’s handle isn’t visible, 





To DEFINE A FERMATA FOR PLAYBACK 
Only the Score (or Staff) Expression fermata can affect playback. 4 

* Click the Score Expression Tool #1 . If you've already placed the fermara in the score, 3? 
click the measure in which it appears. CTRL-Shift-double-click the fermata’s handle, and” 
skip co the instruction marked by the coda sign. eee ft 

« Click any measure. The Score Expression Selection palette appears. ° 

* Click the fermata, then click Edit. The Text Expression Designer appears. 


© Click the word Playback. The Playback Definidon box appears. 

@ Click Tempo, then click Execute Shape. Pr ing through the dialog boxes, click as 
follows: Create, *Shape ID”, Create. You’re now in the Shape Designer. 

¢ Type -288 into the Y rext box (leave X at 0), and click che Line Tool 4. 


+ Type 144 into the X text box, and 0 (zero) into the ¥ text box. Click the Line Tool 4] 
again. You've just created a graph of che tempo, which will be execuced by the fermata. 
The graph looks like a half-V so che tempo immediately drops well below normal; then, 
during the hold, the tempo eases back to speed, reaching normal tempo in dme for the 
nexr note. (This particular fermara works best when the chythmic value is that of an 


eighth noce or larger.) 

* Click OK, then Select to exit the Shape Designer. 

o In the Time Scale boxes, enter 1:4. In the Level Scale boxes, enter 22:1. The Time Scale 
specifies how long the executable shape (not necessarily the fermata, though) will last. 
The higher the second number, the smaller the rhythmic value affected. The Level Scale 
controls bow much, oc how deep, the tempo fluctuation will be (how long the fermata 

thar if the first Level Scale number multiplied by 8 


will be held). Be aware, however, 
exceeds the current tempo by more than a smail amounts, you'll get unexpected play 


results, as explained below. : 
The fermaca works by abruptly dropping the playback speed (tempo) to a very low 
number, then bringing the tempo back to speed. If the tempo dips much below zero, 
however, playback may hale entirely. For this particular fermata, then, don’t enter a 

Level Scale which, when multiplied by 8, exceeds the current tempo. You typed 22 here, 
iz which works well for any tempo above 96 beats per minute. For 60 bears per minute, 


don’t enter any Level Scale higher than 9:1. For a more complete discussion of Time and 
Level Scales, see “Rallenrando.” 
© Click OK or Select in each dialog box to return to the score. 
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15ma (quindicesima) See “Sva/8vb.” 


Final barline 


To CREATE A FINAL BARLINE 
« Click the Measure Artributes Toot (#. A handle appears on each barline. 
into the final barline. (If there are two 


* Double-click the barline you want to make 
handles, double-click the top one.) The Measure Artributes dialog box appears. 


* Click Solid Bar and Light Line. Click OK. 














o If the fermaca’s handle isn’t visible, click the note (or measure) to which it was 
dle to move the fermata. Select it and press the arrow keys to “nudge” ix 
ess Delete to remove it. If you delete the fermata and ic. 
choose Redraw Screen from the View menu. “S42 


© Drag the han: 
fine positioning. Select it and pr 
still appears ¢o be on the screen, 


To DEFINE A FERMATA FOR PLAYBACK 
Only the Score (or Staff) Expression fermata can affect playback. : 
© Click the Score Expression Tool 41. If you've already placed the fermata in the score, = 
click the measure in which it appears. CTRL-Shift-double-click the fermata’s handle, 
skip to the instruction marked by the coda sign. aS ms 
¢ Click any measure. The Score Expression Selection palette appears. _ io 
© Click the fermata, then click Edie. The Text Expression Designer appears. S 
* Click the werd Playback. The Playback Definition box appears. ne 
@ Click Tempe. then click Execute Shape. Proceeding through the dialog boxes, click as. 
follows: Create, *Shape ID*, Create. You're now in che Shape Designer. 
~288 into the Y text box (leave X at 0), and click the Line Tool I, 
ext box, and 0 (zero) into the Y text box. Click the Line Tool #1 
again. You Ye just created a graph of the tempo, which will be executed by the fermata. 
The graph looks like a half-V so the tempo immediately drops well below normal; then, 


during the hold, the tempo eases back to speed, reaching normal tempo in cime for the 
next note. {This particular fermata works best when the rhythmic value is thae of an 


eighth nore oF larger.) 
# Click OK, them Select to exit the Shape Designer. 
© In the Tinre Scale boxes, enter 1:4. In the Level Scale boxes, enter 22:1. The Time Scale 
specifies bow long the executable shape (not necessarily the fermata, though) will last. 
The higher the second aumber, the smailer the rhythmic value affected. The Level Scale 
controls hess much, or how deep, the tempo fluctuation will be (how long the fermaca 
will be held. Be aware, however, thar if the first Level Scale number multiplied by 8 
exceeds che current tempo by more than a small amount, you'll get unexpected playback 
results, 23 explained below. 4 
The fermasx works by abruptly dropping the playback speed (tempo) to a very low 
number, teen bringing the tempo back to speed. If the tempo dips much below zero, 
however, payback may halt entirely. For this particular fermara, chen, don’t encer a 
Level Scale which, when multiplied by 8, exceeds the currenc tempo. You typed 22 here, 
sz which wotcs well for any tempo above 96 beats per minute. For 60 beats per minute, 
don’t enret any Level Scale higher than 9:1. For a more complete discussion of Time and 
Level Scaks, see “Rallentando.” 


* Click OK -« Select in each dialog box to return to the score. 
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\ Sana (quindicesima) See “8va/8vb.” 






Fimal barline 
To cREATS A FINAL BARLINE 
© Click the Measure Attributes ‘Tool Hi. A handle appears on each barline. 


¢ Double-wick the barline you want to make into the final barline. (If there are two 
handles, souble-click the top one.) The Measure Actributes dialog box appears. 


# Click Soid Bar and Light Line. Click OK. 













FIRST ENDINGS 





feral bass You can create figured bass symbols with the same Finale cools you’d use to 


ceeare fingerings (see “Fingering numbers”). 

“Yu may prefer to create them as chord symbols, because chord suffixes in Finale also 
allow you to “stack” aumbers on top of each other within a single suffix. As you define 
zach chord symbol, remember to “deselect” the Root check box in the Chord Definition 
sizalog box, so thar the lerter name itself doesn’t appear in the chord symboi. In other 
swords, create the suffix (§, for example) without the root letter name (C, for example). 


z numbers Numbers added to a part to indicate fingerings are Note Expressions. 
4 z0re or chord can have as many Note Expressions as you want. 
[mne of the easiest ways to pur fingerings into a score is with the use of Meratools. For 
sxample, assign che aumbers 1 through 5 to Nove Expression Merarools 1 through 5 (see 
“Expressions: Scatf Expressions—To create Note, Seaff, or Score Expression Metatools”). 


Yo ADD A FINGERING NUMBER OVER A NOTE 
= Click the Note Expression Tool fi. 


Click above or below the note where you want the fingering number to appear. The Nore 
Expression Selection box appears. If you have already created the number, double-click . 
=, You return to the score, and the number is attached to irs note. 


© Click Create. The Note Expression Definition dialog box appears. 


© Type the aumber. Click Ser Font co ser the fone and size of the number. (If you want to 
ase the fingering numbers in the Petrucci music font, see che Quick Reference Card.) 


Click OK or Select in each dialog box to return to the score. 


To MOVE OR DELETE A FINGERING NUMBER 
# Click the Note Expression Tool [3!. 
© If the number’s handle isn’t visible, click the nore it is artached to. 


© Drag the handle to move the number. Select ic and press the arrow keys to “nudge” it for 
fine positioning. Select it and press Delete to remove it. If you delete che number and it 
scill appears to be on the screen, choose Redraw Screen from the View menu. 


To copy FINGERINGS (AND OTHER ARTICULATIONS) 
See “Expressions: Nore Expressions—To copy Note Expressions.” 


First endings See also “Second endings.” 


You create a first ending with the Repeat Tool. Ir can be purely graphic or ircan be 
Sunctional, accurately directing the MIDI playback. 


If you decide to create a functional first ending, you'll actually have co create two Finale 
“repeats,” as shown here. 
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First rapeat barline: , Second repeat barline 


(directs playback to beginning) ! (directs playback to second ending) 
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So Ee TE A FIRST ENDING FS 
© cece = Repeat Too! B, then click the first ending measure. If the drst ending is ~ 
ges aan one measure, click its last measure. The Repeat Selection dialog box appears. 
2 Sick the Backward Repeat with Bracker icon Si (the third icon at the top of the 
ene Backward Repeat Bar Assignment box appears, asking for derails about the 
es coee—oetnizion of this repeat barline. If you don’t intend to use this barline’s. 


- 





Serco tunction, skip the next two steps. : ee 

oo See carget measure number in the Target Measure box. The Target Measure is the 
secceecmmare played after the first ending—it’s che measure to which playback should ~ 
peters tthe Target Measure can be ary measure.) a ee 

oo ae —Seways Jump. You selected the Always Jump option because the repeat you're : 
emer —the barline ac the end of the first ending—will only have its playback effect 
se Se the music reaches it. Thereafter, playback skips over it, because the repeat 
won =a in a moment will be responsible for diverting the playback to the second 
sown ir reaches the beginning of the first ending. The point is thar you don’t 
—aly—escam this barline to always repeat the music bur, after the first time through, 
= won't encounter this barline again. 

Se mare Sarre circumsrances—if the coda of the piece begins within a first ending, or you 
ssayersemmme: configuration of nested repeats in which a repeat barline fails within a first 
=—=xcres—-n's conceivable that you might want to define this barline differently. By 
seoocma Repear Until Toral Passes and entering a number in the Total Passes Box, you 
=m ify the number of times the repeat barline affects the music, after which ir will 
alow re mmsic to “play chrough ic” without jumping co another measure. 

Doce SE You've creared the “right end” of the first ending—the one that directs the 
eye Slow back to the beginning (or some other designated spor). Now you need to 
eo beginning repeat, which will direct playback to the second ending. 

= Sct rst ending measure again. If the first ending is more than one measure long, 
ce ee Gest measure of it. The Repeat Selection box appears. a. 

> Deetet=-Sack the Multiple Ending Repeat © . The Ending Repeat Bar Assignment box 
ere. Sunt intend to use this barline’s playback function, skip the next two steps. 

> Sees tine aweasure number of the second (or final) ending in the Target Measure box. 
Wheee sae playback reaches che beginning of the measure you clicked. ic will jump to the 

ue : oe eh 

> in te Temeal Passes box, type 1. You entered a 1 because you want Finale ro play the 
szaime omiy once (the first time). Thereafter, playback should jump to the second ending. 
The <number you enter in the Toral Passes box is also the number thar will appear under - 
me Ses =ading bracket in the score, like this: 1. If you want to specify some other text to 
aoterar omder the bracket-if you prefer a period after the ending number like this: 1.— 
smee & Sa che Ending Text box (both number and period). If this is a first, second, and 
cama acing, click Multiple. A dialog box appears, lerting you specify multiple Total 
Passes vaines—in this example, 1, 2, and 3. Once again, Finale will automatically place 
saese aumbers under the first ending bracket in the score, like this: 1, 2, 3 (separated by 

=omrmas:, unless you’ve entered text in the Ending Text box. 





2: Saex= DK. Both “repeats” are in your score. If you drag the square handles carefully, you 
=—=x=—alten the open ends of the two brackers so that they appear to be a continuous 
—x==ommal bracket, as shown below. 





=aeczxaggng the handies of the repeat bracket in each measure (top), you can 
“ums whe brackets’ heights so that they appear to be a single conanuous 
“auucest (bottom). Note that you can eliminate the "hook" of the lett repeat 
camecmet by dragging the lowest handle upward. 


“Wr aDIUST OR DELETE A REPEAT BARLINE OR BRACKET 


= Sex the Repeat Tool i, then click the target measure. Handles appear at the ends of 
seem dracker and barline. 

~ Sur lengthen, shorten, raise, or lower a bracker, drag its handles. To delete a repeat 
seacime and its bracket, click the boccom barline handle and press Delete. 


8. 


“KID CHANGE A REPEAT BARLINE’S PLAYBACK DEFINITION 

ick the Repeat Tool Gi , then click the target measure. Handles appear at the ends of 
sa=h bracket and barline. 

= Dwroble-dick any handle. The Bar Assignment (playback definition) box reappears. After 

~on've made your changes, click OK. 


Fits Sec also “Stems.” 


“Yqun have considerable control over the flags on single eighth notes (and smaller values) in 
Smale. The cypical use for these parameters is to adapt a music font to Finale other than 
~nda’s Petrucci fone or Sonara from Adobe. Because different fonts use different spacing 
ami positioning schemes for the positioning of their music characters, you may need to 
aaituse some of these variables in order to accommodate a different music font. 


Lo CHANGE THE CHARACTER ASSIGNMENT FOR A FLAG 
© Choose Music Characters from the Special menu. A dialog box appears. 
© Click the flag element whose character you want [0 change. First Up Flag is the flag on a 
single, stem-up eighth note. First Down Flag is the flag on a single, stem-down eighth 
note. Second Up and Down Flags are any 
@ additional flags on the same nore--the sixteenth 
ane vere | _—Fradom Fas note flag, thirty-second nore flag, and others. 
@ Fmt rg —secora0oen Fag When you click the element's name im asterisks— 
*Firsc Up Flag”, for example—a palette of every 
available character in che font appears. (To change the font whose characters you're 
viewing, choose Fone Selection from the Special menu and click the Music burton.) 


* Double-click the replacement character. Whichever character you select will now appear 
at every occurrence of thar flag in this file. 
* Click OK. ; 
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ial FLUTTER TONGUE 






To ADJUST THE POSITIONING OF FLAGS use 
Once again, these options are most useful when you're making accommodatia: 
non-Petrucci music font. Ue ee 

* Choose Music Characters frour the Special menu. A dialog box appears. 

»* Click Stroke or At Origin.y. Adjust the Flag Offset. Stroke determines on which 
the notehead Finale draws the flag (leave the box checked for the Petrucci 24: poine font... 
Finale unchecks ir for the Sonara font). Ar Origin.y determines whether or not the Hag is 
drawn from the baseline of the note. Again, leave the box checked for Petrucc? 24 point. 
The Flag Offset, which determines the vertical position of the secondary flags relative to 

















the primary flag, should be 2 for Petrucci 24-point and 7 for all other fonts." 

* Click OK. : ra 
Flutter tongue The notation for flurer tonguing (flute and ocher instruments) varies. You 
can place the “f.c.” aoration into the score as a Scaif Expression (see “Expressions: Scaff 


Expressions”) or use the wavy trill line to indicate its duration (see “Trills”). 


Fonts Any symbol, word, oc musical element in Finale can be from any fone. Within lyrics and 
text blocks, you can even have different fone crearment for each character. ; ~ 


Finale’s music font is called Petrucci, named for Ortaviano Petrucci, the sixteenth-century 
Italian who was the first to use movable type for printing polyphonic music. Petrucci comes 
in 4 sizes for screen viewing and doc-macrix printing: 24, 18, 14, and 12. Viewing at 100%, 
you see 24-point Perrucci on the screen. Likewise, at 75% you see 18-poing; at 62% you 
see 14-point; and at 50% you see 12-point. If you print oa a PostScript device, you can 
choose ary size Petrucci—or use the standard size at any reduction—and you'll sall ger 


¥ smooth printouts. That’s because a PostSexii ice doesn’t use the installed 
screen fonts at all. It uses a special printer-language version of the Petrucci font. - oa 
(PETRU-PSF) thar the Finale ced in your FINALE directory. This file must be 
your FINALE directory in order to print to a PostScript device. oe fae 


Finale stores a font list with each file created. The font list contains the fonts thar. were 
available to Finale when the file was created. If you notice that some fonr names are 
dimmed in the font selection boxes of a certain file, it’s because those fonts were present 
when the Ble was created (or previously edited) but are n0 longer installed. To update a 
file’s font lists, see “To eliminate dimmed font names from a file’s font lists,” below. 





Additional discussions of fonts and fone selections appear in individual entries, such as _* 
“Lyrics,” “Flags,” “Noteheads,” “Expressions,” “Annocative text,” and so on. 


To ELIMINATE DIMMED FONT NAMES FROM A FILE’S FONT LISTS 
This procedure removes dimmed font names from a file’s font selection boxes. 


¢ Choose Data Check from the Edit menu. The Daca Check dialog box appears. 

* Click Check System Fonts Against Piece Fonts, then click Do Selected Action. Another 
box appears, offering three methods of handling the missing fonts. If you want every 
occurrence of a now-absent font switched to an available font, click Switched. If you're - 
sure that the absent fonts (dimmed in the font selection boxes) weren’t actually used in 
this piece, click Deleted. (If you delete a font that was used in this piece, you may get 
unexpected results.) You can also combine the two options by clicking Boch. You'll have © 
the option of switching each absenc font to an available font. after which Finale will 
delete the absent fonr from the list. 
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FONTS 





click Switched or Boch, the name of the first 
selection box. Double-click the name ofa 


fone that is currently installed. Any bsent font will now 
appear in the font you double-clicked- Finale continues to present the names of missing 
i i “ch each of chese to an available font. 


fonts, one by one, giving you the opportunity to SWH 
# Click Done. 


To GLOBALLY CHANGE A MUSICAL 
With this technique you can change the fo 
clefs or the noces themselves. If you want 0 
different font, see “To change music fonts,” below. 

¢ Choose Foot Selection from the Special menu. A dialog box appears» with buttons for 

various elements 0: the file. The Music burton refers to the font used for the notes, rests, 

ical symbols. If you use this burton co substicute 4 music font 


accidentals, and other mus! 
of your own design, you'll need to make some adjustments using the the Music 


Characters command in the Special menu as well, (Finale makes the necessary 
adjustments automatically if you s fy Pecrucci or Sonata as your default music font.) 
Key means Key Signature; Time means Time Signature; Clef is the selection of clefs; 

T Block sets the primary font for any text blocks you create; Verse, Chorus, and Section 
sec the primary font for those respective elernencs of your lyrics. (Ir’s a good idea to set 
the general font for lyrics and cext blocks from this dialog box, using the Set Font burton 
wichin the Finale text processor only for exceptions to the primary font.) Chord refers co 
’ the chord lerrer names and any "ew suffixes you create; ACCls ace the accidentals that 

. oceur within a chord symbol; Name means Staff Name (and if you click *X Offser*, you 
’ can position the staff name relative to the staff); Tuplet refers to the number that appears 
a 





« Click Switched, Deleted, or Bork. If you 
missing font appe 


ELEMENT 5 FONT 
ac for a single element of the music, such as the 
o change all elements of che music to a 


above a tuple (the 3 over a triplet, for example); Ending refers to che number that 
appears under a repeat bracker (the “2” in a second ending, for example). 
ant to change. The Text Font, 


» Click the burton for the musical element whose fout you w: 
box appears. When you click a font name, you'll see the 


visas 


Size and Style Selection dialog 

é sample text change in the display above. If you change the point size, however, you must 
click a font name in order to update the sample text display. You can choose any 

4 combination of style elements—bold, italic, and so on. 


° Click OK in each dialog box to return to the score. 
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To CHANGE MUSIC FONTS 


. if you choose not to use Finale’s own font, Petrucci, you can substitute any other music 
a font. 
- « Choose Data Check from the Edit menu. The Data Check dialog box appears. 
© Click Switch Default Font and Do Selected Action. The fone selection dialog box appears. 
é e Choose the new font and style, then click OK. 
’ Click Done. Depending on the music font you've selected, you may have to fine-cune the 
positions of individual elements, such as the eighth-nore flags. For details, sec “Music 


Characters dialog box” in Finale Reference. See also “Sonata font” in this volume. 


To CHANGE EVERY OCCURRENCE OF ONE FONT TO ANOTHER 


You can also use Finale’s Data Check dialog box to change every o<¢ 

and size to another, 20 marter where chey occur—in symbol libraries, in text, in chord 

symbols, and so on. This method is the only way 60 globally change che fone used for 

é chord suffixes. Because the default fone for chord suffixes is Helvetica 12-point, you cam 
use this command to change every occurrence of Helvetica 12-point co whatever chord- 


é suffix fone you prefer. 
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ial FORCED ACCIDENTALS 


* Choose Data Check from the Edit menu. The Data Check dialog box appears. 

* Click Swap One Font for Another and Do Selected Action. The font selection dialog box 
appears, asking you to specify the font to be replaced. 

* Specify the font to be replaced, and click OK. The font selection dialog box appears 
again, asking you to choose the new font. 

© Choose the new font and style, and click OK. 

Click Done. Te 


To CHANGE EVERY OCCURRENCE OF A FONT TO A DIFFERENT SIZE 
With this technique, you can scaleevery occurrence of a certain fone that’s used in your 
file to a larger or smaller font size, no matter what size was used in each occurrence. For 
example, you could tell Finale to scale every occurrence,of TmsRmn 24-point down to 
12-point. In so doing, Finale would also scale TmsRmn 36-point down to 18-poine, and 
TmsRmn 10-point down to 5-point. 

© Choose Data Check from the Edit menu. The Dara Check dialog box appears. 

® Click Scale One Font to Another and Do Selected Action. The font selection dialog box 
appears, asking you to specify the fone to be scaled. 

© Specify the font and the point size you want to be scaled, then click OK. The font selec- 4 
tion dialog box appears again, asking you to choose the new size. For this process to work - 3 
properly, specify the same font in this dialog box as you did in the last one, but enter a 
different size. 

* Choose the new font and style, and click OK. 

* Click Done. 







Forced accidentals See “Courtesy accidentals.” 


Forced key signatures See “Courtesy key signatures.” 


Forced time signatures See “Courtesy time signatures.” 
Formatting See “Page layout.” 


Fugue There are several Finale features you may find useful when creating a fugue. First of all, 
remember that you can create “intelligent copies” of any motif, so thac when you edir or 
renotate the initial stacement, all other occurrences change simultaneously (see “Mirroring”). 


If you need many individual musical lines on a single staff, remember that you can have up 
to four voices per staff (two layers with two voices in each layer). For a more complete 
discussion of inner voices, see Tutorial 8 in Learning Fmale. Also keep in mind that you can 
superimpose two or more staves. Use the New Staff Tool [] to drag one staff until its staff 
lines are superimposed perfectly on top of another's (see “Multiple voices”). In either case, 
you can adjust the positions of individual noteheads and avoid overlapping notes by fine- 
tuning measures with the Special Tools Tool [&! . See “Nore positioning.” 


Full scores See “Extracting parts,” “Optimizing staves,” “Tiling pages.” 


G G.P. GLISSANDO 





G.P. See “Grand Pause.” 


[3 ‘ 

5 + Glissando A glissando, or gliss, is represented in the score by a diagonal line. In Finale, it’s a 
ate Be Scaff Expression or Score Expression (a Shape Expression). You can use the same syrabol 
| 7. for fall-offs and other straight-line markings.” Use the Seaff Expression Tool if the gliss 
| ant ¢ appears im a single staff. If ic appears in several (for example, if a gliss is wrirten for all the 

Bs strings at once), use the Score Expression Tool. 
oo iz Glissando lines, along with ocher Shape Expressions, are stored in a Shape Expressions 
3 — Library. If you’re noe working from DEFAULT.MUS as described in Learning Finale, then 
: load the SHAPEXPR.LIB from the LIBRS directory so you won't have to create the shape. 
. = If you intend to place more than one glissando line into a file, here’s an‘important tip. 
a Assign the basic shape to a Metatool before placing them in the score (see “Expressions: 
Staff Expressions—To create Nore, Staff, or Score Expression Meracools” for full 
instructions). Otherwise, you'll find that the glissandi aren’t individually reshapable. 


To CREATE A GLISSANDO 
* Click the Staff Expression Tool [i (to place the marking in one staff) or che 
Score Expression Tool & (to place it in several staves). 
° Click on, above, or below the note (for Seaff Expression) or measure (for Score 
Expression) to which you want to attach the marking. The Staff Expression or Score 
Expression Selection box appears. 
* Click Shape. The Shape Expression Selection palette appears. [f you don’t see a diagonal 
line among the shapes, see “Shape Designer” for instructions on using the Shape 
Designer. 
Double-click any diagonal line. 
© If this is a Score Expression, and you want to specify which staves are to receive the 
r glissando, click *Staff List*. Finale displays a list of all staves in the piece. Click in the 
“ee Score column so that an X appears for each staff to which you want to apply the glis- 
; sando. (You can also specify whether or not the marking will appear in a staff's extracted 
part by placing an X in the Part column.) When you’re finished configuring the Scaff List, 
‘ click OK. 
* Click OK. The glissando line appears in the staff or staves you specified, although ic may 
nor be the right size, angle, or position. 


’ To RESHAPE, MOVE, OR DELETE A GLISSANDO 
© Click the tool (Seaff Expression or Score Expression) that you used to create the 
glissando. 
’ © Click the measure (Score Expression) or aoce (Scaff Expression) that the glissando is 
attached to. Its handles appear. 
a ‘ « Drag the right handle to reshape the glissando. Drag the left handle to move it. Select it 
and press the arrow keys to “qudge” it for fine positioning. Select it and press Delete to 
remove it. Befoce you print, inspect the glissando in Page View to ensure thar it isn’t 
extending past a staff system 


To CREATE A PLAYBACK GLISSANDO 
The best way to create 2 glissando effect, at least for keyboard sounds, is to actually 
write ouc a run and define the notes as grace notes (see “Grace notes”). 


Os 
ORIEN ES 


d would like co follow the instructions in this entry, 
Designer) instead of the Line Tool to produce a slightly 





» [fF you wane Co creace a “doic” marking an 
consider using che Curve Tool (in the Shape 
curved line. 
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Grace notes io 





To CREATE GRACE NOTES 
« Enter the grace notes as “normal” notes. 
© Click the Speedy Nore Entry Tool [Bl and click a measure. The editing frame appears. 


« Using the arrow keys, position the cursor on the note you want to change to a grace note, - 
and press the semicolon (;). The note becomes a grace note. On playback, the grace note a 
‘- 


vauoaess | 





>| 


will play just ahead of the beat—even if there are many grace notes together, forming a 
run. To change a grace nore to a normal noce, repeat the above procedure. 


bomen 





To BEAM GRACE NOTES ; | 
© Click the Speedy Note Entry Tool (Bl and click a measure. The editing frame appears. oS A | 1 


nie 


* Using the arrow keys, position the cursor on the second note of any pair you want 7. 
beamed together, and press the slash ( / ). Repeat this process for any additional grace B-| 
notes you want to include in this beam group. F&F 


To CHANGE THE SIZE OF GRACE NOTES 

* Choose Parameters from the Special menu. The Parameters dialog box appears. . | 

« Enter a new reduction value in the Grace Note Percent box. The default reduction for 2 
grace notes is 50% (compared to 100% for regular notes). od 


To ELIMINATE GRACE NOTES FROM A TRANSCRIPTION 
When you’re attempting to use HyperScribe or the Transcription Tool co norate real-time a 
performances, you may find grace notes in che transcription. The problem is one of aa 
quancizadon—Finale is transcribing too precisely. Forrunately, there’s a simple solution. aah = 


« If you're transcribing with the Transcription Tool, choose Expand Minimums from che 
Transcribe menu before transcribing. This command finds any note whose duration was 
smaller than the specified quantization value (also determined in the Transcribe menu), 
and expands its duration to the minimum quantization value, thus eliminacing grace 
notes from the transcription. ; : 

¢ If you're transcribing with HyperScribe, you're probably using Float Quantizing with the ws 
Sensitivity value set too high. Choose Tap Duration from the HyperScribe mena, click e - 
Float Quantizing, and click *Sensitivicy*. The Set Duration box appears. a! 

© Click the next senailest duration value. Click OK or Select in each dialog box to return to 
the score. The Sensitivity value specifies che search width Finale uses in crying to decide : 
whether or not a given note was a tuplet. By choosing a smaller duration forchis “search Gigs 
window,” you help Finale to focus more accurately for recognizing small rupler values. “= 
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If the new Sensitivity value doesn’t help, try selecting a still smaller Sensitivicy value. —_ 

To CREATE A GRAPHIC ONLY “SLASHED” GRACE NOTE —e i 
In addition to the “incelligent” grace notes described above, you can also add a single, § 
stem-up, “slashed” grace note symbol as a Nore Expression. 3 BE 

Click the Note Expression Tool [3] . an 


* Click on, above, or below the nore. The Note Expression Selection box appears. 

¢ If you see the slashed grace aoce in ‘the selection box, double-click it. You return to the 
score, and the grace note is attached to the note. 

¢ If you don’t see a slashed grace note, click Create. The Note Expression Definition box 
appears. 

¢ Type ALT0201. In the Petrucci music font, ALT0201 is the grace note. For a grace note 
symbol without the slash, type the semicolon key. For a stem-down, unslashed grace 
nore, type Shift-semicolon (the equivalent-of a colon in a text font). 

© Click OK or Select in each dialog box to return to the score. 
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To MOVE OR DELETE A SLASHED GRACE NOTE (NoTE EXPRESSION) 
« Click the Note Expression Tool isl. 
If the grace note’s handle isn’t visible, click the note co which it was attached. 


« Drag the handle to move the grace note. Select it and press the arrow keys to “nudge” it 
for fine positioning. Select it and press Delete to remove it. If you delete the slashed grace 
note and ir still appears to be on the screen, choose Redraw Screen from the View menu. 





Grand Pause Use the Score Expression Tool to place the “G.P.” marking in all staves. Lf you 
plan to extract parts OF to “opdimize” staves, you must make sure. that the Grand Pause 
measure doesn’t get grouped into a single multimeasure rest in the extracted parts. To do 
so, give each barline of the G.P. measure the Light Line designation (see “To add a Light 
Line barline,” below). 


To CREATE A G.P. MARKING 

Click the Score Expression Tool 1. 

* Click above or below the G.P. measure. The Score Expression Selection box appears. 

« If the G.P. marking already appears in the selection box, double-click it, and click OK. 
The expression appears in the score, where you can adjust its position (see below). 

e if the GP. marking doesn’t appear in the selection box, click Create. The Text Expression 
Designer appears. 

° Type GP. Click Ser Fone to change the cype style. 

# Click OK or Select in each dialog box to return to the score. 


To MOVE OR DELETE THE G.P. MARKING 

Click the Score Expression Tool i 

# Click the measure that the marking is attached to. Its handle appears. 

« Drag the bandle to move the marking. Select it and press the arrow keys to “nudge” it for 
fine positioning- Select it and press Delete to remove it. 


To avo a Licut Line BARLINE 

The Light Line barline appears in the score exactly like a standard barline. However, it 

has a special meaning to Finale. Ir automatically splits the measures on either side into 

ce muitimeasure rests when parts are extracted, Thus, by placing a Light Line 

barline at both ends of a G.P. measure, you can ensure that i¢ won't be grouped into 4 
multimeasure rests. This way it always appears a5 an independent single measure in 
extracted parts. 

« Click the Measure Actributes Tool il , and double-click the lefe barline handle of the GP. 
measure. The Measure Attributes dialog box appears. 

» Click Light Line and click OK. : 

¢ Double-click the right barline of the G.P. measure. Again, click Light Line and click OK. 
When you extract parts from this full-score file, che G.P. marking will appear 4 single 


independent measure. 


Gregorian chant See “Early music,” “Nore shapes,” “Scaff lines.” 
Groups: Measures See “Measure layout.” 


Groups: Staves See “Scaif groups.” 
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Gruppettos See “Mordents.” 


Guitar parts See also “Tablature.” 


Guirar parts present a particular challenge, because they combine regular notation wich 
slashes, or hash marks, representing chordal rhythms. There are two ways of accomplishing 
this combination. 





The first way is to create two staves for the guitar line. The first is a normal staff on which 
you'll write che melodic parts in standard notation. The second staff will be defined co 
display all nores as slashes. After preparing each staff, you'll simply superimpose them so 
thac the proper measures contain the proper notation. 


The second way is to notate the entire part on one staff, temporarily norating the slashes as 
standard noteheads on the G line of the treble-clef staff, for example. Once that’s done, you 
can change the appropriate noteheads to slashes with che Special Tools Tool. 


To CREATE A GUITAR PART (SUPERIMPOSED STAVES METHOD) 

« Prepare the score by allowing two staves for each single guitar line. 

Choose Floats from the Special menu. A dialog box appears. 

© Click Floac Note Shapes. Click OK. 

© Click the Scaff Artributes Tool =! . A handle appears on each statf. 

* Click the handle of the second guitar staff. The Scaff Amributes window appears. You 
activate changeable note shapes for one staff at a cime. In this case, tell Finale to display 
all noteheads as slashes for this staff. 

* Click Float Note Shapes. A scrolling key signature box appears. You can ignore it, unless 
you're working wich nonstandard key signatures. 

© Click OK. The Note Shape Assignment dialog box appears. 

* Click Quarter Note Head. There are four notehead shapes in Finale: the quarter notehead 
(also used by eighth, sixteenth, and smaller nore values), the half nocehead, the whole 
aorehead, and the double whole nocehead. For each note of the scale, you can specify a 
different notehead shape for each of these four aoceheads, (For a more complete 
discussion of these options, see “Note shapes.”) 

« Type ALT0243 in the *Symbol* text box. The symbol that appears is the System font 
equivalence of the slash mark in the Pecrucci music fone. If you prefer to specify che slash 
mark graphically, click the word *Symbol*. A palerre appears, displaying every character 
in the music font. Double-click the slash. (There are actually rwo slashes available in the 
Petrucci fone. The smaller one is more appropriate for use as a notehead.) You return co 
the Nore Shape Assignment dialog box. 

© Click Next. Again, type ALT0243. You're cycling through each step of the scale, telling 
Finale which symbol to substicute for the normal norehead on each step. In this case, the 
symbol is always the slash mark. Therefore, you need to repeat this process for every 
note of the scale on which you anticipate placing a slash mark. Depending on your 
preferred method of creating slash notation, you may only need to create aucomatic 
slashes for a single scale degree (provided all your slashes can be on the same line or 
space). If the piece contains key changes, however—meaning that the scale degree’s 
position on the staff will change—you may want to assign the slash notehead to every 
step of the scale. 

Keep in mind thar the Diatonic Step indicator considers the first note of the scale to be 
zero, not one. 
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* Click OK, then click Blank Empty Measures. You've just ensured thar no default whole 
rests will appear in che “slashes” staff (which would otherwise cause complications when 
the two staves are superimposed). 

¢ Click OK. You return to the score. 

¢ On the staff you just modified, enter the rhythms, all on the same pitch, for which you 
want slashes to appear. Enter the standard-aotation music on the unaffected staff. You'll 
need to adjust the positions of the stems on the slashed notes. To do so, choose Stem 
Connections from the Special menu. Type ALT0243 into the text box, and enter the 
following numbers. Up Adjust: 14; Down Adjust: -14; Up Push: 4; Down Push: 0. Click 
Enable. When you remurn to the score, you'll see that stems now attach neatly to the slash 
noteheads. 

Quarter-note slashes are sometimes nocated without stems. You can eliminate the stems 
completely from certain notes (see “Scemless noces”). 

© Click the Speedy Noce Entry Tool (S] . In each of the two staves, bide the beats in each 
measure that will be occupied by notes in the other staff by positioning the cursor on the 
note or rest and pressing the letter O key. In other words, you need to anticipate a 
measure in which there will be boch standard and slashed noreheads, as shown: 





Heid oe mp 


fs 


By pressing the letter © kay to hide nates in aach of two staves, you can create the effect of a single ling of 
music with varying natehead shapes (once the staves are supenmposed). , 


(If pressing the O key doesn’t seem to work, make sure your Caps Lock key isn’t down.) 


* Click the New Staff Tool (@! . Drag the handle of one staff until the staves are perfectly 
superim: If they’re noc quite lined up, CTRL -click the handle of either scaff. Take 
noce of the Distance From Top number in this staff and click Previous or Next until the 
Staff Usage List for che ocher staff appears. Enter the same Distance From Top number 
as the first staff and click OK. 


To CREATE A GUITAR PART (INDIVIDUALLY MODIFIED NOTEHEAD METHOD) 
~ © Creare the part on a single staff. For each note that’s going to be a slash, enter a normal 

note on a consistent pitch (G on the treble clef staff, for example). 

* Click the Special Tools Tool (@) , and click the first measure you want to contain slashes. 
The Special Tools window appears. 

© Click the Notehead Tool GQ, shift-click the handle of the first notehead you want to be a 
slash. Finale displays a palette coataining every symbol in the Petrucci music font. 

* Double-click the slash. You recur to the Special Tools window, where the note now has 
a slash instead of a notehead. 


« Repeat the process with the other slashed aotes. 
pactern of normal and slash noteheads, you can 
one measure to another. See “Note shapes—To copy in 


other measures.” 


_ ope yepigeeea 1 
-_ wee ee ewe ee & 
“_— we we B&H &e Be | He HH & 
“~ ewe we 4&4 © O&O Oo w 
ww we w 
; 


If there are many measures with the same 
copy the notehead modifications from 
dividual notehead changes to 


Guitar slashes See “Guirar parts.” 
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4 : dairpins See “Crescendo/Decrescendo.” 


Half notes You can enter half notes into the score with or without MIDI. You can also change 
any existing note into a half note. 


To ADD A HALF NOTE (usinG MIDI) 

¢ Click the Speedy Note Entry Tool (Bl . The SpeedOprions menu appears. Make sure 
there’s a check mark beside Use MIDI Keyboard. 

* Click the target measure. The editing frame appears. Position the insertion bar to the 
righe of any existing notes in che measure. 

+ Hold down a key (or keys) on the synthesizer and. press the 6 key on the computer 
keyboard. Any pitches you played appear as half notes. 


To ADD A HALF NOTE (wiTHout MIDI) 
* Click the Simple Note Entry Tool L2!. The Simple Nore palerte appears. 


* Click the Half Note]. 
* Click where you want the note to appear in the score. A half note appears. 


To CHANGE ANY NOTE TO A HALF NOTE 

* Click the Speedy Nore Entry Tool (BI. Click the target measure. The editing frame 
appears. 

* Press the right arrow until the insertion bar is on the noce whose duration you want to 
change. 

* Press the 6 key. Alternace method: click che Simple Note Entry Too 

: Nore @] , and click the note you want to change. 


UCT, click the Half 





Half rests See “Rests (Simple Note Entry),” “Rests (Speedy Note Ency).” 


“i 


Warmonics Scring harmonics are often norated as a diamond o or small circle o above the 
notes they affect. In Finale, you create the harmonic symbol as a Note Expression. If you’ve 
loaded a Note Expression library into your Sle, you don’t have co create these symbols. 


| 
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~To puT A HARMONIC SYMBOL ON A NOTE 
* Click the Note Expression Tool ©! . 
* Click above or below the note. The Note Expression Selection box appears. 
¢ If a harmonic symbol already appears in the selection box, double-click ir. You return co 
the score, and the symbol is attached to the note. 
e If you don’t see a harmonic synubol in the selection box, click Create. The Note 
Expression Definition box appears. : 


Type Shift-O (the letter O). In the Petrucci music font, 
harmonic symbol. For the small circle (natural) harmonic, simply type the letter 0 


case), ~~. 
* Click OK or Select in each dialog box to return to the score. 


Wspeseres aot peed Fe cen? 


Shift-O is the diamond (artificial) 
(lower 


To MOVE OR DELETE A HARMONIC SYMBOL 


: * Click the Note Expression Tool|4J. 
« If the symbol’s handle isn’t visible, click the note to which it was attached. 


PRR Oe eget 


s 3 d 
2 » Drag the handle to move the symbol. Select it and press the arrow keys to “nudge” ic for 
3 : fine positioning. Select it and press Delete to remove it. If you delete the symbol and ir 
2 ’ still appears to be on the screen, choose Redraw Screen from the View menu. 
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To corY HARMONIC SYMBOLS 
See “Expressions: Note Expressions~—To copy Note Expressions.” 
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fiarp pedal diagrams You can create a basic pedal diagram (just the cross, with no pedal 
indications) and insert it into the score as a basic skeleton. Then, with a second diagram, 


overlay the individual sets of pedal settings. Both markings are Shape Expressions created 
with the Staff Expression Tool. 
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Pah Sai cea 
To create the harp pedal diagram, you create two differant shapes 
(left) and superimpase them (ngnt). 


To CREATE THE PEDAL DIAGRAM SKELETON 


© Click the Scaff Expression Tool #]. 

© Click above or below the note to which you want to attach the diagram. The Scaff 
Expression Selection box appears. 

* Click Shape. The Shape Expression Selection box appears. ‘ | 

« If you’ve already created the shape, it appears in the list. Double-click it and click OK. we 
The shape appears in the score, where you can adjust its position (see below). 2 

« If the shape doesn’t appear in the list, click Create. In the dialog boxes that follow, click “re 
*Shape ID*, then click Create. ‘The Shape Designer appears. & 
The next step takes you through the creation of the harp pedaling diagram skeleton. For S| 
a more complete discussion of the Shape Designer, see “Shape Designer.” : 

¢ Fill in the coordinate boxes as shown below. After you enter each pair, click the specified ~ } 


tool, . 


574 0 Line Tool 2] 
246 90 Move Tool #4] 
2462-90 Line Tool 1 i 





if you make a mistake along the way, click Undo to cancel your last operation. 


These numbers are plane geometry coordinates, measured in EVPUs (288 per inch). This 
harp pedal diagram is abour two inches long and an inch tall. You can make it larger oc 
smaller by dragging the handles once you’re finished drawing. 


Drag the gray square handles of the bounding box so thar it encloses the shape. The 
shape may appear to be misaligned.on the screen but, when printed on a PostScript 
device, it will be perfectly straight. 

* Click OK, then Select. A dialog box appears, 


shape. 
* Click Use This Data and Lock Shape. These irems prevent the shape from being edited or 


strerched (as a result of system justification) when it appears in the score. a e| 
* Click OK or Select in each dialog box to return to the score. ¢@ 





letting you specify additional aspects for the 
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4 HARP PEDAL DIAGRAMS 


To CREATE THE PEDAL DIAGRAM “PEDALS” 
Now create the pedal indications themselves, which you'll superimpose on the skeleton. 


* Click the Staff Expression Too! [#1 . 
* Click above or below the note to which the skeleton is attached. The Seaff Expression 
Selection box appears. © “7 : . 
* Click Shape, then click Create. In the dialog boxes that follow, click *Shape ID*, then 
click Create. The Shape Designer appears. 
© Click the Line Thickness Tool §S] , rype 50, and click OK. You've just specified the 
thickness of the pedal lines; 50 means one-half point (there are 72 points per inch). 
« Fill in the coordinate boxes as shown below. After you enter each pair, click the specified 
tool. If you make a mistake along the way, click Undo to cancel your last operation. 
.F Dey Teal: 
0 70 Line Tool 
82 0 Move Tool #1] 
82 70 Line Tool 
16+ 0 Move Tool #! 
164 70 Line Tool 
246 0) Move Tool 
246 70 Line Tool 
328 0 Move Tool 4 [ 
A 
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328 70 Line Tool & 
$10 0 Move Tool 2 
410 70 Line Tool 4] 
492 0 Move Tool 2 
492 70 Line Tool 4 





essentially creared seven short lines, representing the seven harp pedals. You'll drag these 
“pedal symbols” into position once they’re in the score. (The shape may appear to be 
misaligned on the screen but, when printed on a PostScript device, it will be perfectly 
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© Click OK, then Select. A dialog box appears, letting you specify additional aspects of be 
Hi 


your new shape. 
cs the shape from being stretched horizontally when it 


* Click Lock Shape. This preven 
appears in the score. You can, however, edit the shape (by rearranging the “pedals”). 


© Click OK or Select in each dialog box to return to the score. 

« Move the set of pedal symbols by dragging the bottom-left corner handle on top of the 
skeleton, so that the pedals all appear to be in the up position. Drag the skeleton diagram : 
into position first, if necessary. : [ : 





To CREATE “PEDAL CHANGES” 
If there will be more than one pedal diagram, it’s very important to place the pedal p 
symbols in the score with a Staff Expression Meratool. Otherwise, you'll change the a 
pedal configuration in every diagram whenever you change one of them. See “Expres- 
sions: Staff Expressions—To create a Note, Staff, or Score Expression Metatool.” rf 


« Click the Staff Expression Tool [#1 

° Click the note to which the diagram was attached, Its handles appear. 
° Drag the bottom handle of each “pedal” directly downward into position. If you drag an bs 
your shape will lose its formation. If this happens, double-click i 
Expression Designer appears. i 
been restored to their original 


upper handle by mistake, 
the leftmost pedal’s borrom handle, so thar the Shape 
OK. You rerum to the score, where your pedals have 


shape. 
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HASH MARKS 


To MOVE OR DELETE EITHER DIAGRAM (SKELETON OR PEDAL) 
* Click the Staff Expression Tool [#1 . 
* Click the note to which the diagrams were attached. The diagrams’ handles appear. 


« Drag the bottoms left handle of the pedal diagram to move it. Drag the skeleton diagram’s 
handle to move it. Click the same handle and press Delete to remove either diagram from 
the score. 


<$3ash marks See “Guitar pars.” 


SSeadless motes You can create notes without heads on either a noce-by-noce or global basis 
(for plainchant notation or recitative, for example). v 


To REMOVE THE HEAD OF A SINGLE NOTE 

* Click the Special Tools Tool @] , and click the target measure. The Special Tools 
window appears. 

© Click the Notehead Tool (Q . A handle appears on each norehead. 

« While pressing Shift, click the desired notehead’s handle. A palette appears, displaying 
every character in the music font. (Some of the squares in the palerte are blank.) 

Double-click any blank square. To restore che notehead, click irs handle to select it. Press 
Delete. 


To REMOVE ALL NOTEHEADS 

Choose Music Characters from the Special menu. The Music Characters dialog box 
appears. 

Under the heading Noteheads, click *Quarter*. A palecte appears, displaying every 
character in the music font. 

© Double-click any blank square. 

© Click *Half*. Again, double-click any blank square. Repeat with the *Whole” and 
*Double Whole* nacehead types, if they appear in your piece. 

* Click OK. To restore the noteheads, repeat the process. Instead of double-clicking a 
blank square, however, double-click the appropriate nocehead shape in the palette. 


“Hiding key signatures Ie’s standard practice to display the key signature at- the beginning 
of each system. You can, however, cell Finale noc ro display the key signature in 4 
particular measure (in which the key signature would normally appear). 


To HIDE THE KEY SIGNATURE IN A MEASURE 
© Click the Measure Anributes Tool fai]. A handle appears on each barline. 
* Double-click the top handle on the ending barline of the measure in which you don’t 


want a key signature to appear. In general, this is the first measure on a line. Be sure to 
perform these steps just before printing, co ensure that che measures with hidden key 
signatures don’t move from their positions. 

« Select Ignore Key. You can also force a key signature to appear in a measure where it 
would not nocmally appear by selecting Restrike Key (see “Courtesy ame signatures”). 


© Click OK. 


Hiding notes and rests A hidden note in Finale still takes up horizonral space, bur it 
doesn’t play back or print out. Hiding a rest is an excellent way to provide a “placeholder” 
in order for a second voice to enter in the middle of a measure. 
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To HIDE A NOTE OR REST 

© Click the Speedy Note Entry Tool &!, and click the target measure. The editing frame 
appears. 

© Use the right arrow to move the insertion bar to the desired note or rest. The pitch 
crossbar doesn’t have to be on the norehead. 


© Press the letter O key. To show the nore or rest again, press O again. (If pressing the O 
key doesn’t seem to work, make sure your Caps Lock key isn’t down.) 


Hiding rests See “Hiding aotes and rests.” 


Hiding staves If you're interested in hiding staves to princ a full score (so that empry staves 


axe omirted from each system), see “Optimizing staves.” 
Bw hiding the staves you’re nor immediately editing, you can greatly reduce the time it takes 
she computer to redraw the screen as you move around your score. 


To Hmwe staves (ScrotL VIEW ONLY) 

* Click the New Staff Tool [fl . 

© Select the staves you don’t want to hide. You can select one staff by clicking its handle, 
several staves by drag-enclosing their handles, additional staves by Shift-clicking their 
handles, or all staves by choosing Select All from che Edir menu. [f the score has many 
staves and you only want to hide one or cwo, here’s a quick way co do it. Choose Selecz 
‘All from che Edit menu to select all handles, then Shift-click a staff handle to exclude it 
rom the selected staves. 

¢ While pressing CTRL, choose one of the Seaff Templates (1 through 4) from the View 
menu. You're programming a Scaff Template that, when chosen, will hide the non- 
selected staves. : 

© To view the new configuration of staves, choose the Staff Template you programmed 
from the View menu. A quicker way is to note the keyboard equivalent for the desired 
Seaff Template (F7-F10). By pressing F6, you restore all staves to the display. By pressing 
the command for your Seaff Template, you “rehide” the desired staves. You can repeat 
this process with other configurations of staves (the other three Scaff Templates), which 
allows you a rotal of five instantly available staff configurations. Finale prints all staves, 
however, no matter which ones are visible in Scroll View. To omit staves in printing, see 
“To hide scaves for printing.” . 


To HIDE STAVES FOR PRINTING 
If your purpose is to hide empty staves when printing a full score, see “Opeimizing 
staves.” 

© Click the New Staff Tool [i]. A Randle appears on each measure. 

© Select the staves you want to temporarily delete. You can select one staff by clicking its 
handle, several staves by drag-enclosing their handles, additional staves by Shift-clicking 
cheir handles, or all staves by choosing Select All from the Edit menu. 

© Press Delete. Don’t worry, the selected staves are only temporarily removed. 

Format and print your piece as usual. 

© When you want to restore the staves, choose Data Check from the Edit mene. The Data 
Check dialog box appears. 

© Click Delered Staves, then click Do Selected Action. A dialog box appears, lecting you 
xnow thar Finale is still keeping crack of the deleted staves. ° 

© Click Appended. Finale computes for a moment and, when it’s finished, you rerurn to the 
Data Check dialog box. 
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Hiding time signatures Irs 


Holds See “Fermatas.” 


Hymns There are several conventions common to h 
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eleted staves back onto the score. If you had 
want restored—select chem again with the New 
drag the staves you wanted to restore back 


* Click Done. Finale has appended any de 
deleted other staves—which you didn't 
Staff Tool and press Delete. In the meantime, 
into position. 


To PLAY BACK ONLY VISIBLE STAVES 
caves, you may notice that Finale 


If you’ve hidden s 
only some are visible. Use the following technique to tell Finale 


that are currently displayed. 
© Click the Playback Toot (2). The Playback menu appears. 
¢ Choose Playback Options from the Playback menu. A dialog box appears. 


° Click Play Visible Scaves. 
© Click OK. To hear all staves a 


still plays back all staves, even though 
only to play the staves 


gain, choose Play All Scaves in the same dialog box. 


standard practice to display the time signacure at the 
however, tell Finale not to display the time signature in 


beginning of each system. You can, 
nature would normally appear). 


a particular measure (in which the time si 


To HIDE THE TIME SIGNATURE IN A MEASURE 

© Click the Measure Attributes Tool (il. A handle appears on each barline. 

* Double-click the top handle on the ending barline of the measure in-which you don’t 
want a time signature to appear. The Measure Artributes box appears. 

© Select Ignore Time. You can also force a time signature to appear in a measure where 
would not normally appear by selecting Restrike Time (see “Courtesy time signatures”). 


© Click OK. 


ic 


ymuns that Finale can accommodate. For 
example, hymns are often notated on two staves (which may be Soprano/Alto and Tenoe/ 
Bass and double as an organ part), wich lyrics in between. Use Layer ULayer 2 on each 
staff to create parts whose stems are automatically flipped the right way (see “Multiple 


with a single repeated refrain. Assuming the lyrics lie 
djust the space berween the two staves so that 
yet leave less space berween staves where there are 


voices”). 
Often a hymn conrains several verses 
berween the two staves, how cam you a 
there’s enough room for multiple verses, 
only the single-line refrain lyrics? i 
The solucion is to optimize the staves. In general, optimizing is used to suppress the 
printing of blank staves within a system. Opeimizing has another important effect: it allows 
each staff within a system to be independently movable in Page View. 
Another characteristic of published hymns is thac the firse syllables of all verses are aligned 
with each other, flush left. (Lyrics under normal circumstances are cencered under the 
notehead.) To create this alignment, see “Lyrics—To align syllables vertically with each 


other.” 
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To CREATE VARIABLE-DISTANCE SYSTEMS 
For best resuis, perform this operation last, just before you print. See “Optimizing i 
staves” for more information. 

© Click the Page Layout Tool (8! . The Page Layout menu appears. Before you optimize, i 
make sure chat there aren’t any blank staves within the hymn thar you don’t want deleted i 
from the pringoat. See “Optimizing staves” for more information. 





© Choose Opeimtize Staves from the Page Layout menu. A dialog box appears. ° 
* Click OK. t 
* Click the New Staff Tool (il. A handle appears on each staff. px 
« Drag the handle of any staff to move it. The subsequent systems move up or down on the : 
page to compensare. : = 
Htvphens A hyphen (or a space), when typed into the Mass Create window for lyrics, indicates é 
the end of a lyric syllable. When Finale distributes lyrics automatically into the score (see : 
“Lyrics”), it looks for a hyphen or space as irs cue to advance to the next melody note. a 
To PREVENT A HYPHEN FROM ENDING A SYLLABLE : 
In certain situations (melismatic passages, for example), you may of want Finale to 
assume that a hyphen is the end of a syllable. 
* If you’re not already in the Mass Create window, click the Lyrics Tool &] and choose 


Mass Create from the Lyrics menu. The Mass Creare window appears. 

* To create a hyphenated word, all of which will be assigned to a single note, type 
ALTO0173 in place of the normal hyphen. When these lyrics are distributed into the score 
in the normal way, the ALT0173-hyphen (known as an “en-dash”)will not separate the eas 
word into syllables. . : 
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Imploding music Finale can “implode” music from several staves onto a single staff. For 
example, you can cake trumpet parts from three staves and reassign them to a single staif, 
where the three parts would be integrated into a triadic chordal part. Imploding can be 
extremely useful for creating piano reductions or conductor’s scores (where each 
instrument “choir” appears on one, two, oF three staves). 


To IMPLODE MUSIC ONTO A SINGLE STAFF 

© Click the Mass Mover Tool &i. 

© Select the region to be imploded. You can select a region of measures by Shift-clicking or 
drag-enclosing, entire staves by Shift-clicking to the left of each, or the entire piece by 
choosing Select All from the Edit menu. 

* Choose Implode Music from the Mass Edit menu. The “Do you wane the imploded 
music...” dialog box appears, asking whether the resultant reduction should appear on a 
new staff (at the berrom of the score) or on the top selected “pre-implosion” staff (in 
which case its current contents will be replaced). 

* Click either New or Top. If you’ve selected a large amount of music, this process may 
take time. Be aware that Note Expressions and Staff Expressions in the source staves 
appear in the resultane staff. 


Importing You can import MIDI files and ENIGMA Transportable Files into Finale. 


To import A MIDI FILE 
See “MIDI files.” 


To wwport AN ENIGMA TRANSPORTABLE FILe 
An ETF, or ENIGMA Transportable File, is a text-only file hac can be cransferred easily 
berween differenc computers. By using an ETF, the IBM version of Finale can read files 
created by the Macintosh versions of Finale and MusicProse, and vice versa. 


* Choose Open from the File menu. A lise box appears. Three file types are listed at the 
bortom of the window. 
¢ Click ENIGMA Transportable File. The names of any available ETFs appear in the list 
box. 
» Double-click the desired file name. The file opens. 
7 Indenting systems Use this method to inden a system—the first system in the piece, for 
example. 


To INDENT A SYSTEM 

* Click the Page Layout Tool & . Finale switches to Page View. 

* Click the page on which the system appears. The Page Layout window appears. 

¢ Click Staff Systems. Handles appear on che outline of each system. 

* Drag the upper-left handle of the desired staff inward. You can also click the handle and 
then type a positive number into the left middle box (of the four boxes in the upper nighe 
of the screen), then click anywhere in che layout window to see the change reflected. This 
box specifies che distance, in EVPUs (288 per inch), berween the left edge of the selected. 
system and the left page margin. At zero, the system is flush with the margin. As the 
number increases, the system is indenced farther to the right. 

# Click OK. To restore the page, click Default, or click the system’s handle and type 0 into 
the left middle box. 
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jZmmer Voices See “Multiple voices.” 


imserting music This entry contains information on inserting music into an existing score. 
For instructions on inserting lyrics, see “Lyrics.” For instructions on inserting blank 
measures, see “Measures.” 
Once you've copied music (see “Copying music”), you have cwo opdons. You can either 
paste it over the existing music in the file (or another file), or you can insert it in front of 
existing music. In the latter case, Finale creates new measures in all staves to accommodate 
the pasted material. 


To INSERT MUSIC THAT HAS BEEN COPIED TO THE CLIPBOARD * 

See “Copying music—To copy music to another file” for instructions on copying 
measures of music to the invisible Windows Clipboard. These instructions assume that 
the music co be inserted is already on the Clipboard. 

* Click the measure just after the insertion point. In other words, if you want the inserted 
music to appear between measures 3 and 4 of the target file, click measure 4. If the 
material you copied was from only one staff, bur you're pasting into a many-staved 
score, the music on all the other staves will be shifted to the right (and empty measures 
added), even though you're only inserting inco one staff. In ocher words, Finale will never 
misalign one staff's music with another's. 

If the music on the Clipboard was copied from ten staves, you don’t have to insert all ren 
staves’ worth into the target file. You can highlighe a single measure in only four staves 
of the target file. Only the first four staves of the copied material will be inserted, (As 
before, all other staves in the target file will also be shifted to che righe, so that che 
existing music doesn’t get misaligned.) On the other band, if you do want the entire 
copied section to be inserted, be sure ro select a measure in the target region at least as 
many staves “deep” as the copied region. 


© Choose Insert froox the Edit menu. 


Instrument names See “Staff names.” 
Instrument transpositions See “Transposing inscrumenss.” 


Invisible rests See “Hiding notes and rests,” “Whole rests.” 
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Jazz notation See also “Chord symbols,” “Guitar Slashes,”"“Swing.” 
For inscruccions on creating “doits” and fall-offs, see “Glissando” (which contains 
instructions for creating any kind of slanted-line nocation). 






Key changes See “Key signatures.” 


Key signatures See also “Nonstandard key signarures.” 


To CHANGE THE KEY F 

* Click the Key Signature Tool (8). A handle appears on each barline. 

¢ Click the handle of the first barline in the measure where the key will change. A scrolling 
list of key signatures appears. 

° Click the up and down arrows until the desired new key signature appears. Scroll up to 
move into sharp keys, and down for flat keys. 

If you want to select or create a nonstandard key signature (based on a quarter-tone or 
other non-traditional scale), click 19th Cenrury Western Tonalicy. See “Nonstandard key 
signatures” for a more complete discussion. 

* Click OK. A box appears, asking for information about the key change. 

« Specify the transposition effect. The three choices are Transposed, in which any existing 
music will be cransposed to the new key; Held Modal, in which each existing note 
remains on its original line or space, bur no new accidentals appear; or Held Chromatic, 
which holds each note at its original absolute pitch, adjusting accidentals where 
necessary. 

© Click the desired region for transposition. The options are This Measure Only, This 
Measure Through Measure__ (which lets you specify the last measure of the key change), 
or This Measure Through End of Piece. 


To CREATE MULTIPLE SIMULTANEOUS KEY SIGNATURES 
This subencry contains instructions for changing the actual key signature independently 
for different staves. This isn’t the same thing as establishing staves for transposing 
instruments (trumpet and clariner, for example), in which various staves are notated in 
different keys but all sound in the same concert key. To find out how to bandle 
transposing instrumenrs—for which Finale correctly changes the key signacure 
automatically—see “Transposing instruments.” 

Choose Floars from the Special menu. A dialog box appears. 

* Click Float Key Signatures. Click OK. 

© Click the Seaff Areributes Tool fA handle appears on each staff. 

© Click the handle of the first staff whose key you want to change. The Scaff Areribures box 
for the selected staff appears. 

¢ Click Float Key Signature. You need to specify Float Key Signature for each staff that will 
be in an independent key. If you have several staves to prepare chis way, stay in the Seaff 
Attributes box, and scroll berween staves with the Prev and Next burtons. 

¢ Click OK. Now you can set the key signature as described above (see “To change the 
key”) independently for each staff you’ve prepared this way. 
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To CREATE NONLINEAR (NONSTANDARD) KEY SIGNATURES 
See “Nonstandard key signatures.” 
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Key velocity Key velocity, also called note velocity, is the MIDI dara that describes how hard. : 
a key was struck. A nore’s key velociry usually decermines its volume, although velocity can “3 {4 
be programmed to affect other playback elements, depending on your synthesizer. a | 


eu 


To COPY OR ERASE KEY VELOCITY DATA 
See “MIDI—To copy or erase captured MIDI data.” 


To AFFECT THE KEY VELOCITY OF A SINGLE NOTE (Note Expressions) 
See “Accents.” 


To AFFECT KEY VELOCITY WITH TEXT EXPRESSIONS OR SHArE EXPRESSIONS 
See “Crescendo/Decrescendo,” “Dynamics.” 


To RECORD KEY VELOCITY 
For complete information on recording with the Transcription Tool, see Tutorial 5 in 
Learning Finale. 

After recording a performance in the Transcription Tool, click Capture Performance. 


 Transcribe the performance in the usual way. ; 

* Click the Playback Tool [9] . Choose Playback Options from the Playback menu. Click 2 
Use Captured Performance (if it’s not already selected). Click OK or Select in each dialog ‘ E 
box to return to the score. If Use Caprured Performance is selected, Finale will play back ~ | 
the original key velocity information it recorded when you created che performance— 
even if you edit the pitches and durations of notes in the score. 
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Landscape orientation Under normal circumstances, Finale prints your pages in portrait 
orientation—with the page caller than it is wide. For some scores, you may want the page 
rumed sideways, in landscape orientation. For instructions on printing in landscape 
orientation, see “Printing.” 


Layout: Measures See “Measure layout.” 
Layout: Pages See “Page layout.” 


Lead sheets See also “Chord Symbols,” “Lyrics,” “Measures per line,” “Titles.” 
In general, lead sheets are no differenc from any other format. There are one or two Finale 
features of which you should be aware, however. 


To OMIT THE LEFT BARLINE FROM EACH SYSTEM 
In many lead sheets, chere is no barline at the left end of the line. 


* Choose Options from the Special menu. The Options dialog box appears. 
* Click Don’t Draw Left Line. 
Click OK. 


To PLACE A CHORD SYMBOL OVER AN EMPTY MEASURE 
Finale won’t let you attach a chord symbol to a defaule whole rest. 


© Click the Speedy Noce Entry Tool (Si. The SpeedOptions menu appears. Make sure 
Use MIDI Keyboard is selected. 

» Click the measure and press the 7 key. A “real” whole rest appears, to which you can 
now attach a chord symbol. Press 0 (zero) to exit the editing frame. 


To ATTACH SEVERAL CHORD SYMBOLS TO A SINGLE NOTE 
Occasionally, you may need to place a chord symbol ac a place in the measure where 
there’s no note to “attach ic” to—for example, when the chord changes midway through 
the measure even though the melody is a sustained whole note. 
You can enter the chord symbols in any of the ways outlined in “Chord symbols.” For 
7 this example, we'll assume you're entering chord symbols by playing them, one by one, 
on the MIDI keyboard. 


Ab 
so? 
. Ab pba? EM? Ab 


= & 


To create chord symbol changes in a measure with only one note, first attach all the chord symbols to the 
same note (leit). Then drag each into piace by its handle (nght). 


Click the Chord Tool &!. 

¢ CTRL-click the note or rest on which the first chord symbol is to be centered. The Chord 
Analysis Options box appears. (You can’t add a chord symbel to an empty measure— 
one that has a default whole rest.) 

® Click OK. Play a chord, in any register, on your synthesizer. Finale places the chord 
symbol inco the score, aligned with the four criangles at the left side of che screen. Ar this 
point, you’d normally play a single key above middle C to advance the cursor. But to 
attach several chords to a single note, don't advance the cursor. 
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* Play the next chord. Finale places the second chord symbol stacked on top of the firse 
one. Continue playing any other chords that follow this melody note. 

* Click anywhere on the screen, then click the melody note. With the first click, you take 
Finale our of “listen” mode. The second click makes the chord symbol handles appear. 

« Drag the handle on each chord symbol down and to the right to move it into posidon. 
Use the docted lines co help you precisely align the additional chords wich the first chord. 
If you need to widen the measure, click the Measure Artributes Tool. Drag the top handle 
of any barline, to widen a measure. 


Ledger limes Ledger lines appear automatically in Finale whenever you encer a note that 
requires them. In addition, any todl that performs a staff- or measure-related function 
automatically draws ledger lines as you move the cursor, letting you know which staff 
you’re “actached” to.* 

If you print on a PostScript device, you can define the thickness of ledger lines. Finale 
draws ledger lines the same thickness as staff lines and barlines. 


To ALTER THE THICKNESS OF LEDGER LINES, STAFF LINES, AND BARLINES 

* Choose Format from the Special menu. The Format Variables box appears. 

* Click PS Variables. The PostScript Variables box appears. 

« Enter a new value in the Def Line Width (float) box. Line width (thickness) is measured 
in points (there are 72 points to an inch). 

* Click OK. 


Legal-size paper See “Priating.” 
Line breaks See “System (Line) Breaks.” 
Looping See “Repeats.” 

Luftpause See “Breath marks.” 


Lyrics There are cwo ways to create lyrics within Finale. You can type the lyrics directly into the 
score, so that you know at all times where you are in the music using On Page Create. Or 
you may prefer the faster Click Assignment method——where you type che lyrics in Finale’s 
text processor—Mass Create-—-then paste them into the score all at once. 


Finale defines a syllable as any character or group of characters separated by a space ora 
hyphen. When you put the lyrics in the score, Finale automatically centers each syllable on 
its nocehead, centers the hyphen between notes, and moves any syllable with its norehead. 


Lyrics are often written in distinct sections—verse and chorus, for example. For chac 
reason, Finale provides three different lyric types—Verse, Chorus, and Section. These types 
are identical in every respect—you can write che verse of a song and define it as a Chorus, 
if you want to—excepe that you can set the default fone and positioning for each type 
differently. You could specify that all Verses are to be set in boldface type, but thar all 
Choruses are set in italic rype. (You can have as many as 512 of each lyric type. You can 
also change che font and style within any lyric.) 


* These include the Seaif and Nove Expression, Tupler, Simple Nore Eacry, HyperScribe, Transcription, and 
Reduce/Enlarge tools; and in Scroll View, the Text Block Tool. 
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To TYPE LYRICS DIRECTLY INTO THE score (ON PAGE CREATE) 
Click the Lyrics Tool (4] . The Lyrics menu appears. If you want to specify a lyric type 


(Verse, Chorus, or Section), choose Set Type and Number from the Lyrics menu. If you 
don't specify a type, your first lyrics will be a Verse. 

« Click the staff. This is an important step. You must tell Finale which staff you want to 
attach lyrics to. 

* Choose On Page Create from the Lyrics menu. A set of four positioning triangles appears 
at the left edge of the screen. These control the baseline of the lyrics (against which che 
bottom edges of the words line up). For a full discussion, see “To set the baseline 
(vertical position) for lyrics graphically,” below. 

© Click on the staff above the fitst melody note. Don’t click the notehead. Instead, click 
anywhere on the staff above it. A small blinking cursor—the insertion point—appears 
beneach che first note. 

« Type the lyrics. Each rime you type a space or a fyphen, Finale automatically moves the 
insertion point to the next note in preparation for entering the next syllable. Finale 
automatically scrolls che music as you enter the lyrics, so you always know where you 
are. 

If you make a mistake, just backspace over it by pressing the Backspace key. (If you 

backspace to the previous syllable, Finale highlights the whole syllable for you so that 

you can replace it all at once with anything you type.) To change 2 word you've already 
typed, click in che staff so that the syllable is highlighted, chen type irs replacement. 

If you encounter a melismatic passage, where one syllable is sustained through several 

melody notes, press the Space bar for each noe of the melisma. The cursor will skip 

ahead to the next note. 

As you type, Finale stores each syllable in its built-in text processor, Mass Create. It’s 

important to understand that Mass Create and the lyrics in the score are dynamically 

linked. If you change a syllable in Mass Creare, the syllable automatically changes in the 
score—and vice versa. 





; _ SSS SSS 


my com> Uy Ue of Une, my coun - ‘Ne ot thee, 
Tha lyrics in the Mass Create window {top} are dynamically linked to the lyrics in the score (bortam). if you 
Tha Iris in re Mc rouve already put in the score, you can ett in the Mass Create window; the ics 
in ihe score are instantly updated to reflect the change. 


To PREPARE LYRICS SEPARATELY (Mass CREATE) 
This is che first step to adding lyrics to the score using the Click Assignment method. 
® Click the Lyrics Tool (4! . The Lyrics menu appears. If you want to specify a lyric type 
(Verse, Chorus, or Section), choose Ser Type and Number from the Lyrics menu. If you 
don’t specify a type, your first lyrics will be a Verse. 
Choose Mass Create from the Lyrics menu. The text processor appears. 
« Type the lyrics, including hyphens within polysyllabic words. If you make a mistake, 


ch che Backspace key. If you're anticipating a melisma (one syllable 


backspace over it wi : 
held over several notes), ype ALTO160 and a space for each extra note through which 


the syllable is held. 
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You can select text by dragging chrough ic. To view the i 

; : és previous or next V 
Chorus, or Section), click Prev or Next. If you click Next beyond the last ee as 
created, Finale will display a blank Mass Create window. 


© When you’re finished, click OK. 


To PLACE LYRICS INTO THE SCORE 

* Click the Lyrics Tool [4]. The Lyrics menu appears. 

© Click the target staff. This is an important step. You must tell Finale which staff you 
want to attach lyrics to. 

© Choose Click Assignment from the Lyrics menu. A box appears, containing the lyrics you 
created in Mass Create. The bortam scroll bar scrolls through the syllables, right and lefr. 
The cop scroll bar scrolls through the Verses. 
The defaule font of the lyrics is Helvetica 10-point (using DEFAULT.MUS). To change 
the fone, see “To globally ser the font for lyrics,” below. 

¢ If you want to place one syllable at a time, click the first melody note. You must click on 
the staff at the position of the note—not necessarily on the notehead itself. When you , 
click, the first syllable displayed in the Click Assignment window disappears from the 
window and appears in the score, aligned with the note you clicked. 

© If you want to assign all the lyrics at once, click the first melody note while pressing 
CTRL. This technique, called CTRL-Click-Assigning, tells Finale to assign each of the 
syllables, one after another, to consecutive melody notes, automatically skipping rests 
and Ged notes. You have to repeat this process for each Verse, Chorus, or Section. If you 
have a second verse, for example, simply scroll back to its beginning spor, and 
CTRL-click-assign again. 


To EDIT LYRICS ALREADY IN THE SCORE 
The method described below is useful for making small changes to lyrics you’ve already 
placed in the score—correcting 2 misspelling, for example, 
If the editing you need to do is more extensive, it may be easier just to do ir directly in 


Mass Create. After specifying the lyric type and number (by choosing Set Type and 
Number from the Lyrics menu), choose Mass Create from the Lyrics menu. Any changes 


you make in Mass Create automatically affect the lyrics in the score. 

© Click the Lyrics Tool [4!. The Lyrics menu appears. 

© Choose Set Type and Number from the Lyrics menu. Specify che lyric type and number 
thae you want co edic. 

© Click the target staff. This is an important step. You must tell Finale which staff contains 
the lyrics you want to edict. 

* Choose On Page Create from the Lyrics meau. Click on the staff at the position of the 
syllable you want to edit. The syllable is highlighted. 

Type the new syllable. Anything you type replaces the highlighted syllable. 

© Press the Space bar to advance to the aext syllable. Press Backspace to backspace over 
what you’ve just typed. To select any syllable, click che note it’s attached to. The syllable 
becomes highlighted, so you can now replace it with whatever you type. =~ 


To CORRECT MISALIGNED LYRICS 


If you discover that you’ve made a mis 
the melodic notes after CTRL-Click-Assigning, use the foll 


syllables. 
@ Click the Lyrics Tool [4] , and choose Lyric Shift from the Lyrics menu. A dialog box 
d range of the lyric shift you're about to 


appears, lecting you specify che direction an: 
produce. . 


cake and the lyrics don’t correspond correctly to 
owing technique to shift 


1-118 


15 LYRICS 








© Click the appropriate direction (Backward or Forward). [f you click Backward, Finale 
will shift lyrics co the lefr relative to the melody. If you click Forward, it will shift them co 
the righr. 

* Click the appropriate range option. If you click Shift Lyrics Unnil Next Open Enrry, the 
effect of your syllable-shifting will “ripple through” the score only as far as the first note 
that doesn’t have a syllable attached to it. Subsequent syllables will remain where chey 

If you click Shift Lyrics Through Last Encry, Finale will shift every syllable from the one 

you click to che last one in the piece. 

The Alter Syllable Numbers ip Lyric Assignment option is only useful if you’ve created a 

set of lyrics with more syllables than there are notes to actach rhem to. Click this option 

on those rare occasions when you want co replace the syllable on each nore with che 
syllable to ies right or lefr—bur without changing which notes have lyrics (see the figure 
below). 





~ yer eww wn wre weve ww” 


; Twin- kle, twin-kle, lit- de star. how [ wor-der what you are. 

; 

) + + o 

kle, twin-kle. lit- Ue star,how | won-derwhat you are. Up 

’ it you select “Alter Syllable Numbers in Lyric Assignment’ (and Forward), you can ctick the note indicated 

F by the arrow (top) to shift he syttable assignments by one syitable to the left (bottom). 

’ Click OK. You rerun co the score. 

) « If you specified a Forward shift (to shift syllables to the right) click in the staff above the 
first syllable you want to move. The syllable ac which you clicked, and subsequent 

’ syllables, shift to che right by one melody note, automatically skipping notes, rests, and 
tied notes. : 

po « If you specified a Backward shift (to shift syllables to the left), click in the staff above the 
syllable just before the first syllable you want to move. The syllable on the following 

’ note, and subsequent syllables, shift to the left by one melody note, automatically 


skipping notes, rests, and tied notes. 


To CORRECT OVERLAPPING LYRICS 


‘ You'll often discover that some of your lyric syllables overlap—or have more space than 
’ they need. You can use Mass Mover Meratool 3 (which you normally use for respacing 
the nores in your music) to correct lyric collisions. If DEFAULT_MUS is noc in place, load 


an Allorment Library. For instructions on loading an allomment library, see 
« Allounents—To load an allocment library into an open file.” 


; © Click the Mass Mover Tool &!. 
) « Select the music you want respaced. In general, you'll want co choose Select All from the 
Edie menu, so chat all staves are highlighted. (If you select only the lyric staff, you could 


get unexpected spacing in other staves, because the respacing Metatool sets the measure 
widths for all staves according to the spacing of the selected region.) 
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« While pressing the 3 key, double-click the highlighted region. This process takes time. 
When the Mass Mover “churning cruck” cursor disappears, however, you'll find that 
your music has been carefully respaced according to the Allocment Library’s 


specifications. 


To GLOBALLY SET THE FONT FOR LYRICS 

* Choose Fone Selection from the Special menu. A dialog box appears. 

© Click the button (Verse, Chorus, or Section) for the lyric type you want to change. The 
Text Font, Size and Style dialog box appears. 

© Select the font, size, and style you want for your lyrics. Click OK, once in each dialog 
box. Use this method to set the primary font for your lyrics. If there are occasional 
variations within this primary font, see “To change fonts within a lyric” (below). 


To CHANGE FONTS WITHIN A LYRIC. 
To ser the primary font for a lyric, see “To globally set the font for lyrics,” above. Use 
this method for exceptions to the primary font. 

© Click the Lyrics Tool (4]. The Lyrics menu appears. If you want to specify a particular 
lyric type or number, choose Set Type and Number from the Lyrics menu. 

¢ Choose Mass Create from the Lyrics menu. The text edicor appears. If you have several 
lyric sections of the same type, use the Prev and Next buttons co cycle chrough them unc! 
you see the desired lyric. 

© Select the text whose font you want to change by dragging through it (so that it’s 
highlighted). Click Ser Font. The Text Font, Size and Style Selection box appears. 

© Select the desired font and click OK. Finale will insert some codes, in parentheses, at the 
place where the fone change is to occur. If you want to see how the lyrics will look in the 
score, click View Actual. Click View Actual again to return to the text editor. 


© Click OK. 


To SEY THE BASELINE (VERTICAL POSITION) FOR LYRICS NUMERICALLY 
You can ser the height of the lyric line with respect to its staff either before or after 
you've placed your lyrics in the score. You can also set the baseline (on which the bases 
of the letters align) independently for each staff in each system—-and for each set of lyrics 
of each type. Finally, you can drag any syllable anywhere you want (see “To move or 
delete a syllable,” below). 

© Click the Lyrics Tool \! . The Lyrics menu appears. 

° Choose Set Lyric Lines from the Lyrics menu. A dialog box appears. 

* Specify the lyric type and aumber for which you want to set the baselines. Also specify 
the staff and system oumber, if desired. You specify a staff and system number by 
clicking the Prev and Next buttons beside che Scaff and Scaff System boxes. If you just 
want to move the baseline for the entire piece at once, you don’t need to adjust the staff 
or system controls, just click in the Piece text box. ) 

« Enter the distance you want the baseline to be from the center line of the staff in the 
appropriate box or boxes. The center line of the staff is the zero position. To ser the 
baseline half an inch below it, then, you'd type —144 in che Piece box (a negative number 
because you’re moving the line down, and 144 because the units are EVPUs, of which : 
there are 288 per inch). If there were very low melody notes and you felt that the baseline 
in the third system needed to be a quarter inch lower still, you'd set the Scaff System 
counter to 3 (by clicking the right arrow cwice), and you’d enter -72 in the Staff System 3 
box. 

* Click OK. 
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[CO SET THE BASELINE (VERTICAL POSITION) FOR LYRICS GRAPHICALLY 

¢ Click the Lyrics Toot [4]. The Lyrics menu appears. Choose Set Type and Number 
from the Lyrics menu to specify the lyric type and number. 

« Click the staff. This is an important step. You must tell Finale for which staff you want to 
adjust the baselines. 

# Choose Click Assignment or On Page Create from the Lyrics menu. If the Click 
Assignment box appears, move it out of the way by dragging its drle bar. Ar the left edge 
of the screen, you'll see a horizontal row of four small triangles pointing to the right. 
These triangles control the baseline for the lyrics. 

Drag the leftmost triangle up or down to set the baseline for the entire piece (for the 
selected lyric type and number}. As you drag it, che other three criangles move with ir. 
Drag the second triangle up or down to set the baseline for tis staff; all the way through 
the piece (for the selected lyric type and number). As you drag it, the rwo triangles to irs 

right move with i. 

+ Drag the third triangle up or down to set the baseline for this staff, this system only (for 
the selected lyric type and number), As you drag it, the rightmost triangle moves with ir. 
For best results, use this third triangle only in Page View (so you can see the system 
you're affecting). 

« Drag the rightmost triangle up or down to set the baseline for the next syllable, before 
it’s entered. This opdon is useful when you're entering lyrics with On Page Create or by 
Click Assigning one syllable at a time. 


‘TO MOVE OR DELETE A SYLLABLE 

Click the Lyrics Tool (2). The Lyrics menu appears. 

eo Choose Position Adjustment from the Lyrics menu. 

# Click on the staff at the position of the syllable you want to move. Don’t click the 
syllable, or even the nore to which it’s artached. Just click within the staff lines in line 
with the syllable you want to move or delete. Its handle appears. 

¢ Drag the handle to reposition the syllable. Select ic and press the arrow keys to “audge” it 
for fine positioning. Select it and press Delete to remove the syllable. This method of 
deleting a syllable doesr’t pull the following syllables one note to che left. It allows you ' 
simply to remove a selected syllable, leaving all other syllables where they are. To delete a j 
syllable such as an extra one typed in by mistake, where you want the remaining syllables ; 
to slide over to compensate, see “To correct misaligned lyrics,” above. 


« To restore a syllable to irs original position, click its handle and press Backspace. 


TO ERASE LYRICS 

¢ Click the Mass Mover Tool i, 

» Select the desired region. You can select one measure by clicking, additional measures by 
Shift-clicking, a screenful by drag-enclosing, an entire staff by clicking to the left of it, or 
the entire piece by choosing Select All from the Edit menu. When measures are selected, . 
the Mass Edit menu appears. 

Choose Erase from the Mass Edit menu. A dialog box appears. 

» Proceeding through the dialog boxes, click as follows: Only the Selected Irems, Entries, 
Only the Selected Items, Lyrics. 

@ Click OK, once in each dialog box. 


To cory LYRICS 
Click the Lyrics Tool (41. The Lyrics menu appears. 
« Choose Clone Another from the Lyrics menu. 
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j * Choose Set Type and Number from the Lyrics menu. Set the crype and number for the 
lyrics you wane to copy, and click OK. 


nlp iets cod 


: © Select the region whose lyrics you want to copy. You use the Lyrics Tool to select a 
| musical region just as you would with the Mass Mover Tool. Select one measure by Saket) 
: clicking, additional measures by Shift-clicking, a screenful by drag-enclosing, or an entire 
| staff by clicking to the left of it. 
¢ Drag the first source measure so that it’s superimposed on the first target measure. If the 
first target measure isn’t on the screen, scroll to ir, then CTRL-Shift-click it. In either 
case, the lyrics are copied from the source selection to the target music. Finale will only 
place lyrics im the target region on notes thar fall on the samme beats as they did in the 
source region. . 
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To ALIGN SYLLABLES VERTICALLY WITH EACH OTHER 
This process is especially useful for aligning the first syllables of several verses. In order 
to work, syllables from at least cwo sers of lyrics must be in place beneath the same notes. 
© Click the Lyrics Tool l¢]. The Lyrics menu appears. age -. 
¢ Choose Position Adjustment from the Lyrics menu. : 


* Click on the staff at the position of the target syllables. Don’t click che syllable, or even oti 
the note to which ir’s artached. Click in the staff lines. Handles appear on each syllable ~aRl 
7 


attached to the note. 

° Drag the handle of the topmost syllable to position it. In a moment, you'll be aligning the 
remaining syllables wich the top one. 

© Shift-click the handle of each syllable you want aligned with the top oae. The selected 





handles are highlighted. 
* Choose Align Left or Align Right from the Lyrics menu. These commands are only c 
available in Position Adjustment mode, and chey only work when cwo or more syllable a] 


handles are selected. If you choose Align Left, Finale aligns the left edges of all selected ' 
syllables with the lefr edge of the top selected syllable. If you choose Align Righe, ic aligns een 
the right edges. ihe, 


! To DRAW A “WORD EXTENSION” UNDERLINE 

When 2 syilable’s note is tied over to another note or sustained through several notes (as 
in a melisma), a common practice is to draw an underline following the syllable to 
indicate its extension. 


up to the sky-_——___- in the 





Iv’s a good idea co wait until your piece is formatred and ready to print before adding 
word extensions—~and then add them in Page View. That's because word extensions 
don’t expand and contract along with the music, so you should be sure chat cheir lengths 
are appropriate for the piece in its final layout. ; 

© Click the Lyrics Tool |4!. The Lyrics menu appears. Ss 

¢ Choose Word Extension from the Lyrics menu. 

° Click on the staff ar the position of the syllable to be extended. Don’t click the syllable, or 
even the note itself. Click it the staff lines. A handle appears at the end of the syllable. cal 


° Drag the syllable’s handle to the right. As you drag, you create an underline. To remove 4 Ue 
the underline, click ics handle and press Delete. “ =| 
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word extension straddles cwo staff systems, you may wonder how co draw its 
tior at the beginning of the next system, since there’s no syllable there from 
verraca to “launch” it. The solution is to create an invisible syllable on the first nore of the 
seccund system. To do so, choose On Page Creace from the Lyrics menu and click the note 
oc. which you want to attach the invisible syllable, so that the blinking text cursor appears 
‘neceorw the staff. Type an ALTO160 and chen a reguiar space. Now choose Word Exten- 
gure crom the Lyrics menu, and creare the word extension from this invisible syllable. 


ts 
oe 


e “WORD EXTENSION” UNDERLINES 


the Special menu. The Parameters dialog box appears. 


o Comsose Parameters from 
o Semex new values into the Word Extension Lift and Push boxes. The Word Extension Lift 


‘s coe distance, measured in EVPUs (288 per inch), berween the underline and the 

iepsansone (against which the borroms of the lyric syllables align). The Word Extension 

‘Byege is the distance, also measured in EVPUs, between the end of che syllable and the 
‘segriming of the underline. 

« Came OK. 
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IVA MARGINS (PAGE) 


MEASURE LAYOUT 





Margins (page) There are two kinds of margins in Finale: page margins and system margins. 


Both can be set either from a menu or with the Page Layout Tool. For information oa 
system margins, see “Systems.” 


To CHANGE PAGE MARGINS GRAPHICALLY (Pace Layout Toot) 

© Click the Page Layout Tool |@ . Finale switches ro Page View, if it’s not already there. 

© Click the page whose margins you want to change. If you want co change ail page 
margins at once, click any page. If you want to change only one page, click chat page. 
You enter the Page Layout window. 

© Click Page Margins. You see a dotted line, representing the currence page margins. In che 
four text boxes (upper right corner of the screen), you see the margins’ measurements in 
EVPUs (288 per inch). These numbers are the distances from the edge of the page; so, if 
the page size changes, the margins remain constant relative to the edge of the page. 
These measurements are positive if the margin is above or to the right of the edge of che 
page, and negative if che margin is below or to the left of the edge of the page. From top 
to bortom, the four boxes are: Top margin, Left margin, Right margin, Bottom margin. 

¢ If you want your changes to affect all pages, choose Global Adjustment from the Page 
Layout menu, Otherwise, your changes will affect only this page (the page you clicked). 

Change the margins by dragging the handles of the dotted margin line. As you drag, the 
numbers in the text boxes change. You can also edit these numbers directly. After typing 
a new measurement, click in the window area to update the graphic display. 

* To restore the page to its original state, click Default. When you're finished, click OK. 


To CHANGE PAGE MARGINS NUMERICALLY (PAGE Layout MENU) 

The changes you’ll be making in these instructions establish the page margins for pages 
yet to be created. To apply them to existing pages, see the last cwo steps. 

© Click the Page Layout Tool QI . Finale switches to Page View, if ic’s noc already there. 

¢ Choose Format from the Special menu. The Formar Variables box appears. 

« Enter new values in the Page Margins boxes. Margin values are measured in EVPUs, of 
which there are 288 per inch. These numbers are the distances from the edge of the page; 
so, if the page size changes, the margins remain constant in relation to the edge of the 
page. These measurements are positive if the margin is above or to the right of the edge 
of the page, and negative if the margin is below or to the left of the edge of the page. The 
four boxes are: Top margin, Left margin, Right margin, Bottom margin. 

* Click OK. The changes you’ve made will affect only mew pages added to the piece by 
Finale, unless you perform one of the following additional steps. 

* To apply the new margin settings to one existing page, click the page itself to enter the 
Page Layour window, then click Default. 

* To apply the new margins to all existing pages, click a page co enter the Page layout 
window, choose Global Adjustment from the Page Layout menu, then click Default. 
Alternate method: click a page to enter the Page layouc window, choose Redefine All 
Pages from the Page Layout menu, then click OK. 


Margins (system) See “Systems.” 


Measure layout For information regarding the relative widths of che measures in a particular 


system, see “Measures—To adjust measure widths in a system.” 


You can control the page layout of measures in Finale through the use of measure groups. 
A measure group is a set of measures whose positions are fixed so that even if the 
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arrangement of other measures changes, those in a group will remain together in the same 
system. 

This kind of control over measure layout is especially useful when you’re fine-tuning a 
piece’s layour—avoiding an awkward page turn, forcing a key change to fall ar che begin- 
ning of a system, and so on. 






% 


The measures you rearrange in the following instructions become locked into the 
arrangement you specify. They won’t be affected by future measure-rearranging commands 
like Recale Music or even Scart a New System of Staves (see “To create a sysrem break,” 
below). The only way to remove measure groups from the piece is to choose Recale Music 
from the Edit menu while pressing Shift. 
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TO MOVE A MEASURE TO THE PREVIOUS (OR NEXT) SYSTEM 
Before you perform this or any significance page layout action, be sure to choose Recale 
Music from the Edir menu. (If you’re in Page View, be sure to choose Recale Music while 
you’re viewing che first page, since Recale Music only affects the region from che current 
page to che end of the piece.) 
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© If you’re not in Page View, choose Page View from che View menu. 

© Click the Mass Mover Tool |3! , and click the measure to be moved. [f you want to 
move more than one measure to the next system—the last two on a line, for example— 
click che first measure of the group to be moved. [f you want to move more than one 
measure to the previous system, click the ast measure of the group to be moved. 

© Press the Up or Down arrow key. If you press che Up arrow, the selected measure (and 
any that precede ic in che system) move to the previous system. [f you press the Down 
arrow, the measure or measures move to the next system. In either case, Finale then 
automatically recalculates the music, just as chough you'd chosen Recale Music from the 
Edit menu. 
You’ve just created a measure group, Finale’s system of locking measures within a 
system. Once a measure has been manipulated in this way, the measures in its new 
system are locked into chis arrangement, and they won’t be affected by furure measure- 
rearranging commands like Recale Music or even Start a New System of Seaves (see “To 
create a system break,” below). The only way to remove measure groups from the piece 
is ta choose Recale Music froar the Edie menu while pressing Shift. 
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To SPECIFY A NUMBER OF MEASURES PER SYSTEM 
See “Measures per line.” 


1 To REMOVE MEASURE GROUPS 

feet This process will undo the procedures above, restoring all measures to “floating” 
scatus—meaning their system affiliation may change as the page layout changes. 

¢ While pressing Shift, choose Recalc Music from the Edie menu. A Shift~Recalc Music 
works exactly like the normal Recale Music command: it only affects the pages of your 
piece from the page you're viewing to the last page. If you've carefully created measure 
groups on the first page, for example, you won’t disturb them if you perform a 
Shift-Recalc Music command while viewing page 2. 
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| : To CREATE A SYSTEM BREAK 

; You can command a specified measure to begin a new system, no matter what the 
Pe measure layout may be in other systems. 

© Click the Measure Anributes tool i]. A handle appears on each barlir- 


Double-click the handle on the right barline of the measure you want to begin a new 
system. In effect, you’re clicking the barline-after the one that will be at che system break. 
The Measure Arcributes dialog box appears. 
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) MEASURE NUMBERS c 
’ 
a) * Click Seart a New System of Staves. Click OK. i 
: © Choose Recalc Music from the Edit menu. The specified measure now begins a new ° 
: y system. It will begin a new system, no matter how the page layout changes—unless you “ 
: } ; set up measure groups. Be careful how you use this cechnique, however, it could result in ; 
; i unusual measure widths preceding the affected measure (for example, the preceding = 
joo > single measure could stretch across the entire system). 
i ft 
: ; To SPLIT A MEASURE ACROSS A LINE BREAK 7 
: i : See “Measures—To split 2 measure across a line break.” 
’ com 


: Measure numbers You can create differen regions of measure numbers in your piece, each 
f wich a different fone, position, and numbering scheme. If you want measure numbers to ze 
: ; occur only at specific places in che score to serve as rehearsal numbers, see “To insert a 
( : measure number where none exists,” below (see also “Rehearsal letters”). 


To CREATE MEASURE NUMBERS 

, * Click the Measure Number Tool [if]. The Measure Number Map dialog box appears. 

« Enter the Scart Measure and End Measure for this region. The Scart and End measures , 
are the actual measures in the piece. They have nothing to do with what you're going to : 

' call them. For example, if the piece begins with a pickup measure, you'll probably wanc 

what is actually measure 2 co be numbered as measure 1. If so, cype 2 into the Scart 
: Measure box. [f you simply want to number every measure sequentially (a single region), 
type 1 into the Scart Measure box and 1000 (or any number larger than your acrual 
, measure count) in the End Measure box. If you want co define a cegion to number only 
part of the piece, the End Measure is the measure immediately following the last measure 
to be numbered. , 
\ © Click Set Font to choose a font and style for this region. Click OK. 
: . © Click *X Position* (or *Y Position*). No macter which you click, 2 box appears, 
displaying a symbolic measure number. 

| : Drag anywhere in this box to position the measure number relative to the measure. Click 

Ba OK. You rerum to the Measure Number Map dialog box, where you can make other 
settings. For example, if you want your measures lettered instead of numbered, see “To 
create alphabetic measure numbers,” below. 

© Specify the Incidence of the numbers. If you click Scart Line, a measure number will only 
appear at the beginning of a new system. If you click Multiple of _, you can specify how 
often a number appears. Multiple of 1 would number every measure in the region. 

¢ If you want each measure number to be prefixed, enter the Prefix number or letter. If you ; 
entered the letter A in the Prefix box for a region with numbered measures, for example, a 
you'd create a sequence of measures labeled A15, A16, A17, and so on. On the other 
hand, if you entered the number 21 in the Prefix box for a region with lerrered measures, ‘ 
you'd create a sequence of measures labeled 21a, 21b, 216, and so on. (The prefix has a 
maximum length of two letters or numbers.) 

* If you want a geometric enclosure around each measure number, click Enclosures. A r 
dialog box appears, listing possible enclosure shapes. Make a selection and click OK. 
If you want every measure number in the region to be enclosed, select Every Number. If 
you click Selected Numbers, no measure numbers will be enclosed when you first feturn 
to the score. To add the enclosure you specified to a particular measure number, simply 
double-click the number’s handle and click Use Enclosure. 


* If you don’t want the measure numbers to begin with 1, enter a number in the Offset to 
Measure text box. This number tells Finale how many measures come before the Seart 
Measure. Use this feacure any time you want the number of the starting measure to be 














x 
any number other than 1. You'll find this feacure useful if you want to begin a numbered . P 
region with, for example, the number 50. In this case, you would enter 49 in the Offset al | 
to Measure box. 
* To set up the paramerers for another region, click Next. To create a region before the * =| 


current one, click Insert. To remove a region, click Delere. 


# Click OK. The numbers appear in every measure in every staff. Each number has a 
handle. 


To CREATE ALPHABETIC MEASURE NUMBERS 
* Click the Measure Number Tool [] . The Measure Number dialog box appears. 


© Specify rhe Scart Measure and End Measure. For a definition of these terms, see “To | 
create measure numbers,” above. @ = | 





« Enter the letter A in the *Starting Character* box. You can use upper or lower case. 

© Click Count From One (to deselect it), No Zero, and Double Up (if desired). Count From a, a 
One and No Zero are special Finale options char let Finale know whether it’s labeling a 
measures with lerrers or numbers (see “Measure Number Map dialog box” in Finale a | 
Reference for a full description of chese options). For letters, Count From One shouldn’t ey 
be selected. Select No Zero instead. ay 
Double Up means that when the letrers get to Z, the alphaber will start over as double 
letters: AA, BB, CC, and so on. Otherwise, they'll behave like numbers: AA, AB, AC, and 


so on. iets 
Change the Numbering Base to 26. Set the fonr, position, enclosure options, and inci- fi 
dence as described above (see “To create measure numbers”). =e 
© Click OK. : “ pts 
To REMOVE MEASURE NUMBERS FROM A STAFF ai 


© Click the Seaff Atrributes Tool 4. A handle appears on each staff. 

© Click the staff whose aumbers you want to “turn off.” The Seaff Accributes dialog box 
appears. 

In the Don’t Draw section, click Measure Numbers. Click OK. 


To MOVE A MEASURE NUMBER 

° If the measure number handles aren’t already visible, click the Measure Number Tool. 
When the dialog box appears, click OK. 

¢ Drag a number by its handle to reposition it. Select it and press the arrow keys to 
“nudge” it for fine positioning. To restore a number to its original positioning, click its 
handle and press Delete. A dialog box appears, asking what aspect of the measure 
number you want to remove. Click Restore. 





an 
To INSERT A MEASURE NUMBER WHERE NONE EXISTS ¥ 
You can only “force” a number if the target measure is part ofa measure numbering region 
you've defined. In general, you'll use this feature to place measure numbers at important wae 
musical moments. If you’ve defined a certain region to display a measure number every ten — 
bars, for example, but you want to number a key change measure, you can use this feacure ae 
to display a number even if one wouldn’t ordinarily appear. You can also use this ability co ee 
create rehearsal numbers—an enclosed aumber at the beginning of each section, for 
example. 4 
« If the Measure Number Tool (@] isn’t already selected, click it and click Cancel in the he 
dialog box. rf 
© Click a measure that doesn’t have a number. The measure must be within a region that 
has been defined for some kind of measure numbering. A dialog box appears, asking if 
you wane to “force” a measure number. 
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* Click Yes. For complete measure numbering freedom, you could specify a numbering 
region whose incidence is Multiple of 1000 (for example). In other words, no measure 
(excepe the first) would display a number. Measure numbering could then be at your 
disererion—click any measure to “force” a measure number to appear. 

«To remove a forced measure number, click its handle and press Delete. When the dialog 
box appears, click Forced Delete. 


oe | 


To RESHAPE OR REMOVE A MEASURE NUMBER’S ENCLOSURE ? 
The Measure Number Map dialog box offers two ways of creating enclosures around . 
measure numbers. If you click Enclosures and then click Every Number, Finale places an an 
enclosure around every number én the region. While you can resize an individual enclosure 
of this type, you can’t remove it. : 
If you click Enclosures and then Selected Numbers, you add enclosures to one number at a 
time by double-clicking its handle and then clicking Use Enclosure. You can both resize and 
remove an individual enclosure of this type. 

(is) 


« If the measure number handles aren’t already visible, click che Measure Number Tool 
When the dialog box appears, click OK. 

© Double-click the handle of an enclosed measure number. A box appears, letting you 
reshape the enclosure and reposition the number within it. 

¢ If you want to remove the enclosure, click Don’t Use Enclosure. You return to the score. 
This cemoves the enclosure for a number set to show enclosures for Selected Numbers 
only—not an every number. 

* If you want to modify the enclosure, drag the top and side handles to change its height 
and width. Drag the number’s handle to reposition the number within ute enclosure. 
Change the line thickness, if desired. The line thickness is measured in points (of which 
there are 72 per inch). The cwo boxes represent a whole digit and a decimal digit. 


© Click Use Enclosure. 


m 


Measures See also “Measure layout.” 


To ADD A SINGLE BLANK MEASURE AT THE END OF THE PIECE 
© Click the Measure Add Tool &. 


To ADD A NUMBER OF BLANK MEASURES AT THE END OF THE PIECE 

¢ CTRL-<lick the Measure Add Tool il. A box appears, asking how many measures you 
want to add. 

« Enter the desired number of measures. Click OK. You can also choose Add Measures 
from the Mass Edit menu. The same dialog box appears. 





To INSERT BLANK MEASURES WITHIN A PIECE 


° Click the Mass Mover Tool &. gs 
* Click the measure after the point of insertion. The Mass Edit menu appears. (Even if - 
there is more than one staff, click a single measure. Finale adds a blank measure ro each re 
staff.) a 


« Choose Insert Measures from the Mass Edit menu. A box appears, asking how many 
measures you want to insert. 
* Enter the desired number of measures. Click OK. Ba 
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To ERASE OR REMOVE MEASURES 

* Click the Mass Mover Tool i . 

© Select the measures you want to be erased or removed. Click to select one measure, Shift- 
click to selece additional measures, drag-enclose co select several on-screen measures, 
click to the lefr of a staff to select the entire staff, or choose Select All from the Edic menu 
to select the entire file. You can also use the Set Selection command in the Mass Mover 
menu to select a large region withour scrolling. 

© Press Delete. A box appears, asking whether you want to erase the notes, leaving behind 
empty measures (Clear), or remove the measures entirely from the piece (Delete). If you 
click Delete, the selected measures will be removed from every staff, even if only one is 
selected. 

© Click Clear (to erase the notes) or Delete (to remove the measures). You can also choose 
Delete Measures from the Mass Edit menu. The same dialog box will appear. 















To DELETE A MEASURE FROM A SINGLE STAFF 
In general, when you remove a measure from the score, Finale removes the target 
measure from every staff in the score. Using the following technique, you can remove a 
measure from a single staff (in effect) by sliding the subsequent measures one measure to 
the lefr. 

* Click the Mass Mover Tool [I , and click the next measure after the measure you want to 
delete. The Mass Mover and Mass Edit menus appear. 

* Choose Set Selection from the Mass Mover menu. A dialog box appears. Finale has 
already entered the staff name (or aumber) and measure number of the measure you 
clicked in the From Measure/Staff and To Measure/Staff boxes. To correctly specify the 
region you want to select (the measure you clicked co the end of the staff), simply change 
the measure number in the To Measure box. - 

¢ Enter 1000 in the To Measure box. If you know exactly how many measures there are in 
your piece, you can enter the last measure’s number in this box. Otherwise, just enter a 
number that you’re sure is higher than the actual measure count. 


© Click OK. 


© Drag the first source measure so that it’s superimposed on the measure you want to 
“delete.” Finale asks you how many times you want the selected music copied. The 
default value, once, is what you want. 

© Click OK. Finale moves the music you selected one measure to the lefe, in effect eliminac- 
ing the measure you wanted to remove. There may now be an extra measure at the end 
of the staff, Just erase or remove it (see “To erase or remove measures,” above). 


To WIDEN OR NARROW A SINGLE MEASURE 
« Click the Measure Attributes Tool fill, A handle appears on each barline. 
« Drag the right barline of the target measure to the right or left. 
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To ADJUST MEASURE WIDTHS IN A SYSTEM 
Iv’s useful to remember that you can adjust che relative widths of the measures in any 
particular system. 

* Go to Page View, if Finale’s noc already there. You change views by choosing Page View 
from the View menu. ; 

© Choose Recalc Music from the Edit menu. 

° Click the Measure Artributes Tool [ill . A handle appears on every barline. 


* Drag the handle of any measure to the right or left. As you make one measure wider, the ” 
one to its right becomes narrower. (You can adjust all measures in a system except the 
last one with chis method.) eee 
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To WIDEN, NARROW, OR SPECIFY THE WIDTHS OF MANY MEASURES 


* Click the Mass Mover Tooi 8]. 

© Select the measures to be resized. You only need to select the region in one staff. The 
measure widths will be changed in all staves. Select one measure by clicking, additional 
measures by Shift-clicking, a screenful by drag-enclosing, or an entire staff by clicking to 
the left of it. 

¢ Choose Change Width from the Mass Edit menu. A dialog box appears, lerting you 
specify a fixed width for all selected measures (the top option) or to add or subrract a 
cervain amount from all selected measures. The numbers you’re entering are measure- 
ments in EVPUs (288 per inch}. 

¢ If you want to set the selected measures to a uniform width, enter an EVPU value in the 
top box. 

¢ If you want to widen or narrow the selected measures, enter a positive (to widen) or 
negative (to narrow) EVPU value in the bortom box. 

© Click OK. Be sure to choose Recalc Music from the Edie menu before printing or viewing 
in Page View. 


’ To SPLIT A MEASURE ACROSS A LINE BREAK 


There may be times when you wane a very long measure (such as a cadenza measure) to 
break in half if it straddles a system break. The following instructions result in a measure 
chac may break at the end of a system, but only if Finale chinks it’s necessary. You can 
chen force the measure to break, as described below. 


© Click the Measure Attributes Tool [il]. A handle appears on every barline. 

* Double-click the barline handle at the end of the measure you want to splic. The Measure 
Attributes window appears. 

© Click Provide Split Points. Click OK. When you return to the score, a new handle appears 
at the bortom of the barline you clicked. 

© Click the handle at the boctom of the Larline. A special “split-point rectangle” appears 
above the measure. 

Double-click the split-point rectangle. A handle appears. Drag it horizoncally to tell 
Finale precisely where it should break the measure (if necessary). Double-click in as many 
places as you want to provide additional permissible split points. To remove a split point 
handle, click ic and press Delere. 

© Click the screen to hide the splic-point rectangle. 

Choose Recale Music from the Edit menu. You won't see the effects of your split point 

until you choose Recalc Music. 
To force the measure ro split, click the Mass Mover Tool 1, click the measure you want 
to move, and press che Up or Down arrow, as described in “Measure layout—To move a 
measure to the previous (or next) system.” (If you've specified more than one split point, 
Finale breaks the measure at the first designated splic point.) 


Measures per line 


To SPECIFY A NUMBER OF MEASURES PER LINE (SYSTEM) 

© Click the Page Layout Tool! . Finale switches to Page View, if ir’s not already there. 
* Choose Group Measures from the Page Layout menn. A dialog box appears. 

* Specify the aumber of measures per line for this file. 


© Click OK. This cechnique creates measure groups, which don’t float from one system co 
another as the page layout changes. See “Measure layout” for more information on 


measure groups. 


MEASURES PER LINE 
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To REMOVE MEASURE GROUPS 
This process will undo the procedure above, rescoring all measures to “floating” starus— 
in other words, their system affiliation may change as che page layout changes. 


© While pressing Shift, choose Recale Music from the Edit menu. 


Measure repeat signs The measure repeat symbol (%), often used in rhythm parts, 
indicates that the measure in which ic appears is to be played as a repetition of the previous 
measure. You create the symbol as a Score Expression, which allows you to place ir in 
more than one staff at a time, and also gives you the option of creating a Avo-measure 


repeat mark, 


To CREATE A MEASURE REPEAT SIGN 


If you’re orchestrating for a rhythm section, you can use the Score Expression Tool to 
place the symbol in several staves at once. First, you'll need to hide the defaule whole 
rest. This example assumes that you’re placing the symbol in a currently empty measure. 

© Click the Speedy Note Entry Tool (SI, and click che target measure. The editing frame 
appears. : 

© With Use MIDI Keyboard selected (SpeedOptions mena), press the 5 key. A quarter rest 
appears. 

¢ Position the insertion bar on the quarter rest, and press the lerrer O key. The whole cest is 
now hidden. (Lf pressing the O key doesn’t seem to work, make sure your Caps Lock key 
isn’t down.) 

© Click che Score Expression Tool @! , then click the empty measure. The Score Expression 
Selection box appears. If the measure repeat sign already appears, click ic and skip the 
next three steps. 

© Click Create. The Texr Expression Designer appears. 

Type ALT0212. 

© Click Set Font and set the font to Petrucci 24. Click OK twice. 

© Click Select. To specify the staves in which the repeat sign is to appear, click *Staff List*. 
See “Expressions: Score Expressions” for more information. 
To center the repeat sign vertically on the staff, enter -72 in the Vertical Offser text box. 

© Click OK. To copy the measure repeat sign into other measures, click the Mass Mover 
Tool, and drag the altered measure on top of the target measure (see “Copying music”). 


TO MOVE OR DELETE THE MEASURE REPEAT SIGN 

* Click che Score Expression Tool #1. 

© Click the measure the repeat sign is attached to. Its handle appears. 

Drag the handle to reposition the expression. Select it and “nudge” it with che arrow keys 
for fine positioning. Select it and press Delete to remove it. 


Melisma See also “Slurs”, “Vocal music—To beam according to lyric syllables.” 
A melisma is a series of notes sung on the same lyric syllable. When Finale assigns lyric 
syllables co a melody, it has no way of knowing which melody nores are melismatic. 
Therefore, when you’re creating lyrics (if you plan to have Finale assign chem to notes 
automatically), you can anticipate the melismatic passages by creating an invisible syllable 
for each noce of the melisma. 
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TO CREATE INVISIBLE SYLLABLES WHEN TYPING LYRICS 

® Click the Lyrics Tool (4). The Lyrics menu appears. 

© Choose Mass Create fronr the Lyrics menu. Finale’s text processor appears. Type the 
lyrics in the usual way, up to the melisma. 

Type the syllable to be sustained, followed by che usual space or hyphen. For each 
subsequent note of-the melisma, type ALT0160, space. Finale considers each ALTO160 a 
syllable. Therefore, you need to separate it as you would any syllable—with a space or a 
hyphen. Thus, you type an ALT0160 followed by a regular space (or a hyphen) for each 
subsequent noce of the melisma. Complere the remaining lyrics in the same way. 

* Click OK. When you enter these lyrics using the CTRL-Click Assignmenc method (see 
“Lyrics”), Finale distributes the invisible melismaric syllables you just created to the 
corresponding notes of the melody. 


To SHIFT LYRICS TO THE RIGHT OR LEFT 
If you didn’t anticipate the melisma (by typing ALT0160s, as described above) when 
entering the lyrics in the Mass Create window, you can adjust misaligned lyrics by using 
che Lyric Shift command. See “Lyrics—To correct misaligned lyrics” for full inseructions. 


To DRAW A “WORD EXTENSION” UNDERLINE 
When a syllable’s note is tied or sustained through to another nore, a common practice is 
to draw an underline following che syllable co indicate its suspension. See “Lyrics—To 
draw a ‘word extension’ underline,” and “Lyrics—To adjust the position of ‘word 
extension’ underlines.” 


Meters See “Time signatures.” 


Metronome When you're recording a real-time performance in Finale, you can provide the 


“click track” yourself by tapping a key, a pedal, and so on. Or, you can have Finale 
provide the click track by playing a certain MIDI note in rhythm. 


To HEAR A CLICK TRACK IN HyPERSCRIBE 

© Click the HyperScribe Tool (©) . The HyperScribe menu appears. 

° Choose HyperClick from the HyperScribe menu. The HyperClick dialog box appears. 

° Enter the tempo in the Tempo box, if you know it. [f you want Finale to calculate your 
tempo for you, click Listen. Then tap any key in the tempo you want. Finale will 
calculate an average from your cap tempo and change the number in the Tempo box 
accordingly. 

* Specify the trigger by clicking the Trigger listen box and playing che note or controller. 
The trigger is the MIDI signal thac starts the click track. The default codes in the Trigger 
boxes are set up to respond to the sustain pedal for most synthesizers, so that a tap on 
the pedal sets the click track in motion. 

© Specify the sound of the click track by clicking the Click Output Listen box and playing 
the appropriate note. Enter a MIDI channel number, if necessary. You might want to use 
a rim shot or other short percussive sound on a drum machine, or a very high noce on 
your synthesizer. If you like, you can chiange the duration of the click sound by changing 
the Duration number. The default duration is half a second. 

* Click OK. You recurn co the score. After making any netessary settings from the Hyper- 
Scribe menu, click the measure at which you want to begin your transcription. To start 
the click crack, press the key or pedal you’ve designated as the trigger. This first tap 
represents the first beat of che recording. The first click you'll hear represents beat two. 
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In other words, in common time, you tap the trigger, and Finale clicks “2-3-4.” There- \ 
fore, you should begin to play as you strike the trigger device. a 
If che metronome catches you by surprise, click (with the mouse) to stop, Click the firse ae 
measure again and repeat the process. You may even want to let one measure of clicking | 
go by before you begin to play, so thar you'll have some idea of the tempo. When you’re 
done playing, just delete the empty first measure creared in the process. 


TO HEAR A CLICK TRACK IN THE TRANSCRIPTION TOOL 
In the Transcription Tool, a click crack is nothing more than playback of Time Tags thar 
Finale has placed automatically (see “Real-time recording [Transcription Tool]” fora 
description of Time Tags). You can specify various characteristics of the click: its piteh, 
MIDI channel, length of click, and so on. 


* Click the Transcription Tool Hi] , and click a measure in the score. The measure you click oa 
will be the first measure of the transcription when you transcribe the performance, You > a 
enter the Transcription window. ‘ ‘Gul. 

* Click the word In ar the lower-right corner of the Transcription window, and enter the a 
time, im hours, minutes, seconds, and thousandths of a second, at which you want the 
click mrack.to begin. If you want che click track to begin immediately at the beginning of Pl 
your recording, leave the indicator set at 00:00:00:000. (Instead of typing numbers, you 

4 can also specify the appropriate point in the music by clicking in the display area.) 

3 * Click the word Out at the lower-cight corner of the Transcription window, and enter the beet 

3 time, in hours, minutes, seconds, and thousandths of a second, at which you wane the ; 

% click rack to stop. In other words, if you guess your performance will last two minutes, ~ 

q type 2:00:000. (Instead of typing numbers, you can also specify the appropriate pointe in 

i the music by clicking in the display area.) 

& Instead of entering numbers with the In and Out indicators, you can simply drag the 

i mouse through the keyboard display area (marked by a piano keyboard at the left side). 

i The In and Our oumbers will change to accurately record the width of the highlighted’ : 

area. 
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« Enter the tempo in the Ser to text box. The number you enter here is a standard metro- 
nome marking (beats per minute), and allows you to specify the tempo of the click track. 

* Choose Click Output from the Time Tag menu. The Click Output Type dialog box 
appears. 

© Specify the sound of the click track by clicking Listen To MIDI and playing the appropri- 
ate note. Finale automatically takes note of the MIDI channel you used to generate the 
sample click. 
You mighe want co use a rim shot or other short percussive sound on a drum machine, or j 
a very high nore on your synthesizer. If you like, you can change the duration of the click = 
sound by changing the Duration number. The default duration is a half second. -. 


* Click OK. You rerurn to the Transcription window. “pea 
* Click Wait Till. When you click Wait Till, Finale goes into pause mode, awaiting che first rer 


note of your performance. Make sure that the Record at End radio burton is selected : 
(under the word Keyboard) and thar Play is selected (under the words Time Tag). Ss 


* Record your performance as usual. As you play, Finale will record your performance 





while generating a click track of the tempo, sound, and duration you specified. “sana 
Metronome marking Because a metronome marking generally appears in all parts, ic’s ~~. 
best to create it as a Score Expression, which allows you to specify in which staves it will scam 

appear. J 
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To CREATE A METRONOME MARKING (SUCH AS /=120) 
© Click the Score Expression Tool wi. 
* Click above the measure to which you want to attach the marking. The Score Expression 
Selection box appears. - 


* Click Create. The Text Expression Designer appears. 
¢ Create the metronome marking by typing the appropriate characters, according to the 


following table. Refer to the next table for the “number” ALT characters. a 
Kermokes “ Resultant marking: 

Lower-case x, then ALTO200, then ALT characters a 272 

Lower-case ¢, lower-case k, then ALTO200, then ALT characters 272 

Lower-case q, chen ALT0200, then ALT characters (e572 

Lower-case q, lower-case k, then ALT0200, then ALT characters sre 

Lower-case h, then ALTO200, then ALT characters oa72 

Lower-case w, then ALT0200, then ALT characters o=72 


In che Perrucci music font, the x, ¢, q, h, and w characters correspond to the ‘ aliases 
and o symbols, respectively. A lower-case k produces the doc, ALTO200 creates the equal 
sign, and the small numbers are produced using “ALT™ characters, according to the cable 
below. : 


Keypmroke 

ALTO193 
ALTO170 
ALTO163 
ALTO162 
ALT0176 
ALTO164 
ALTO166 
ALTO165 
ALTO187 
ALT0O183 


As you type (in the Text Expression Designer), all you'll see are strange symbols. When 
the completed Text Expression appears in the score, however, they’Ll be translated into 
the Petrucci font equivalents to produce the appropriate tempo marking. 

© Click Set Font. Ser the font to Petrucci 24 point, and click OK. You can choose a larger 
or smaller point size if you want the tempo marking to appear larger or smaller. 

¢ Click OK or Select in each dialog box to rerurn to the score. ; 


sical 





To MOVE OR DELETE THE MARKING 

* Click the Score Expression Tool F¥]. 

¢ Click the measure to which the marking was attached. Its handle appears. i 

« Drag the handle to move the marking. Select it and press Delete to remove it. k 
i 
1 


To DEFINE THE METRONOME MARKING FOR PLAYBACK 

© Click the Score Expression Tool &]. Lf you haven’t yet placed the marking in the score, 
click any measure. When the palette appears, click che metronome marking, click Edit, 
click Playback, then skip to the instruction marked by the coda sign. 

* Click the measure to which the marking was attached. [ts handle appears. 

¢ CTRL-Shift—double-click the handle. The Playback Definition box appears. 

@ Click Tempo. In the Set To Value box, enter the metronome setting. For example, if your 
tempo is 4= 60 beats per minute, type 60 in the Set To Value box. 





IVA MICROTONAL TUNINGS aa] 





The number in the Set To Value box normally refers to the quarter notes—per-minute 
setting for the new tempo. If your tempo is based on some other nore value (a half note, 
for example), you can let Finale know by selecting the Use AuxData 1 box at the boctom 
of the window. Enter the EDU equivalent of this basic duration value in the Use 

y AuxData 1 text box. There are 1024 EDUs per quarter note, so you’d enter 2048 to 
indicate a half nore pulse. To indicate a tempo of 120 eighth notes per minute, you'd 


enter 512 in the Use AuxData 1 box and 120 in the Set To Value box. 
* Click OK or Select in each dialog box to return to the score. 


Microtonal tunings See “Nonstandard key signatures.” 





MIDI MD, for Musical Instrument Digical Interface, is the computer fanguage that computers 
and synthesizers use to “speak” to each other. If you need help setting up your MIDI 
system, consult the Finale Startup Guide. If you're interested in some of the more technical 
aspects of MIDI, see Appendix 4 of Finale Reference, “More on MIDI.” 

There are dozens of Finale fearures that make use of MIDI. If you’re interested in affecting 
MIDI playback through the use of graphic musical expression marks, see “Expressions” (or 
see the entry for the individual marking). If you want to work with a specific MIDI data j 
type, see the individual entries “Key velocity,” “ Patches,” * Controllers (MIDI 
Controllers),” and “Pitch wheel.” ‘sng 
Lf you're interested in step-time MIDI input, see “Scep-time music input.” For informacon eo 
on recording and transcribing real-time MIDI performances, see “Real-time transcription 
(HyperScribe)” and “Real-time recording (Transcription Tool).” 

To create or transcribe a standard MIDI file for exchanging with sequencer programs, see 
“MIDI files.” 

To assign the staves in a piece to MIDI playback channels, see “MIDI channels.” For 
information on sending patch changes, see “Patches.” ; 

To synchronize Finale’s MIDI input or output to that of an external sequencer or another 
computer, see “MIDI sync.” 





To sEND AN “Ait Notes OFF” MESSAGE 
On rare occasions, you may encounter a situation called MIDI lock, in which your 
- synthesizer is “stuck” on a certain note or chord. 


* Choose MIDI Panic Button from the Special menu. Finale sends an “all notes off” 
message to every note of every channel. You should find chat, after a moment, the 


situation is corrected. 





To COPY OR ERASE CAPTURED MIDI DATA 
Once you’ve captured MIDI data (by clicking Capture Performance or Capture MIDI 
Xpressions after recording with the Transcription Tool), you can either copy this MIDI 
data to other parts of the score or erase it completely from a selected region. If you’re 
creating a piano piece in which the sustain pedal should be pressed ar the beginning of 
each measure and released ar the end, you only have to create this pattern of MIDI 
controller daca. once using the Transcription Tool. Thereafter, you can simply copy the 
“pedaling” dara from that one measure to any other measures in the score. 


When you. “erase” MIDI data, you’re erasing variations from the default value of the 
particular MIDI dara you’re erasing. For example, if you erase Performance Data from a 
region, you’re effectively restoring che default velocity value to every note in the region. 
In short, you’re restoring the playback of the-selected region to a straightforward feel. 
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Click the Mass Mover Tool [&! . Fhe Mass Mover menu appears. 

© Select a source region to erase. The Mass Edit menu appears. You can select one measure 
by clicking, additional measures by Shift-clicking, a screenful by drag-enclosing, an entire 
staff by clicking to the left of it, or the entire piece by choosing Select All from the Edit 
menu 

Select the MIDI data type you want to erase. From the Mass Edit menu, choose Erase, 
then Only the Selecred Items, then Measures (Time Dilation or MIDI Expressions) or 
Entries (Only the Selected Items, then Performance Data). Click OK or Select in each 
dialog box to return to the score. 

© To copy the selected MIDI data type to another region, choose Move Only from the 
Mass Mover menu. Then chodse Measure Items (Time Dilation or MIDI Expressions) or 
Entry Items (Performance Data). Click OK in each dialog box to rerarn to the score. 

© Drag the first source measure so thar it’s superimposed on the first target measure. If the 
first target measure is not on-screen, scroll until you see it, then CTRL-Shift-click ic. 
In either case, the How Many Times dialog box appears (unless the first target measure is 
directly above or below the source measures). 


* Type the number of times you want the material (horizontally) copied. Click OK. 


MIDI channels Finale can play your music over a coral of 64 MIDI channels—16 for each 


MIDI Interface connected to your computer. Furthermore, each staff can play back over a 
different MIDI channel, or even several channels. 

If you plan to work extensively with staff-to-MIDI channel mappings, you should become 
familiar with the concept of Output Routes. An Outpuc Route is a dynamically independ- 
ent subdivision of a MIDI channel. By setting several staves to differenc Output Roures 
within che same MIDI channel, you can preserve their individual dynamics. For example, in 
the piano part below, both staves are playing MIDI channel 1 (which is ser to a piano 
sound), but each has a different Ourpur Route number to preserve its independent dynam- 


——> Output Route 1 
MIDI Channei 1 


—_———~ Output Route 2 





There are 64 possible Output Routes in Finale. [f you simply want each staff to play on ics 
own MIDI channel, set the Output Route for each to the same number as its channel: 
Seaff 1 is Ourput Route 1 on MIDI channel 1, and so on. Because of the complexity of the 
possibilities, Finale provides three ways of serting up Ourput Route and MIDI channel 


mappings. 


To speciry THE MIDI port AND NUMBER OF CHANNELS 

¢ Choose MIDI Setup from the Special menu. The MIDI Device Assignment and Configura- 
tion box appears. 

© Click an Assign burton to select a MIDI Device. The MIDI Device Selection for Port (#) 
dialog box appears. Port 0 = MIDI “channels” 1-16, Port 1 = MIDI “channels” 17-32, 
Port 2 = MIDI “channels” 33-48, Port 3 = MIDI “channels” 49-64. Even though MIDI 
has only 16 channels, Finale can address up to four MIDI devices, each of which gets a 
separate set of “channels.” 
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¢ From the list that appears, select the MIDI driver that corresponds to your MIDI 
interface, and click Configure. The MIDI Configuration dialog box appears for the MIDI 
driver you selected. MPUDRVR.EXE is for the Roland MPU-401 or compatible, 
IMFDRVR.EXE is for the IBM Music Feanure or compatible, and CIDRVR.EXE is for 
the Yamaha Cl. A 

Make the settings for your particular MIDI interface and click OK. See “MIDI Configu- 
ration dialog box” in Finale Reference for details. 

© Click Selecr and click a “Rev” cadio button to specify the port from which you want to 
receive MIDI input. While Finale can play back over multiple ports, it only records from 
one port at a time. 

© Repeat the last four steps for each MIDI interface you want to configure. Each MIDI 
interface you configure allows 16 MIDI Channels. , 


* Click OK. 


To ASSIGN STAVES TO MIDI CHANNELS (EASY METHOD) 
One of the Finale libraries available for loading into any piece is an Output Route 
Library. This library contains a set of straightforward, sequential channel mappings: 
Scaff 1—-Ourput Route 1—MIDI channel 1, and so on up to 64. If you simply want to set 
every staff to its own channel, this is the quick way to do ir. 

© Choose Load Libraries from the File menu. The Load File Name dialog box appears, 
displaying any available libraries. . 

© Locate the LIBRS directory. Open it and double-click OUTPUTRT LB. That’s all there 
is to it. Your first 64 staves are now sequentially mapped to che first “64+” MIDI 
channels. 


To ASSIGN STAVES TO MIDI CHANNELS (MANUAL METHOD) 

# Click the Staff Arsributes Tool 4. A handle appears on each staff. 

¢ Click the first staff's handle. The Staff Artributes window appears. 

© Click Set Output. A dialog box appears, letting you specify Ourput Routes and MIDI 
channels for various elements of the staff. 

© Specify the Output Routes and MIDI channels for the layers and chord symbols. If you 
simply want to assign each staff to its own unique MIDI channel, enter the same number 
for Oucput Roure and MIDI channel, in all boxes. If you don’t want chord symbols to 
play back, route them to an unused MIDI channel. 

_ You can also enter a number in the Expressions Output Route text box. If you want any 
: Score Expressions in the staff to affect the notes in the staff, this number should march 
thar of the layer (1 or 2) that you want Score Expressions to affect. Otherwise (unless 
you plan to connect the computer fo a MIDI-controlled mixing or lighting board) you 
can leave the Expression boxes alone. 

* Click OK. 

* Click Next to advance to the next staff. (Click Prev to rerurn to the previous staff.) Click 
Set Ourput for the new staff and repeat the process. Continue until you've mapped all the 
desired staves. 

* Click OK. 

To aSsIGN sTaves TO MIDI CHANNELS (ADVANCED METHOD) 

* Click the Playback Tool (2! . The Playback menu appears. 

* Choose Output Routes from the Playback menu. The Ducput Route Configuration 
window appears. Across the top of the screen you see “inale’s 64 Output Routes. Down 
the side of the screen you see the names (or numbers; : the scaves in your file. (To scroll 
the lise of staves, click the up or down arrows above © + column.) Ac the borrom of the 
screen, make sure chat the View Staff Configuration bi. ton is selected, so thar you’re 
viewing the arrangement of staves. 
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Drag the square handle for each element (Layers 1 and 2, Chords, Expressions) of each 
staff to the desired Ourput Route. You can only drag one element (Layers, Chords, 
Expressions) ar a time. Click the desired element to see irs handle position. Using this 
matrix, you can get an overall view of your Ourput Route/Sraff configuration. 

© Click View MIDI Configuration. The display changes to show you how the Ourput 
Routes (which you assigned co staves in View Staff Configuration mode) are, in num, 
‘assigned to MIDI channels (left side of the screen). 

« Drag the square handle representing each Ourput Route to the desired MIDI channel. By 
flipping back and forth between View Staff Configuration and View MIDI Configura- 
tion, you can create very complex relaconships of staves, elements of staves (Layers, 
Chords, and so on), Ourput Routes, and MIDI channels. 


* Click OK. 


To CHANGE A MIDI CHANNEL IN MID-STAFF 
To change a stafPs MIDI channel within a piece, you'll have to create a Staff Expression 
thar’s defined for playback as a MIDI channel number. 

* Click the Staff Expression Tool L#!. 

© Click on, above, or below the aote to which you want to attach the channel-change 
expression. The Scaff Expression Selection box appears. 

* If you've previously created the channel-change expression, double-click it. The new 
expression appears in che score, where you can adjust its position. 

« If the expression doesn’t appear in the list, click Create. The Text Expression Designer 
appears. 

* Type the text for your Text Expression. You might want co call an expression that 
switches playback co channe! 2 “To channel 2,” for example. Click Set Font to set the 
type style. If you want this marking to be invisible, don’t type anything ar all. But 7 
remember where you clicked to “attach” the marking, or you may never be able to find 
ics handle again. 

* Click Playback. The Playback Definition dialog box appears. 

© Click MIDI Channel. Enter the channe! aumber in the Ser To Value box. 

© Click OK or Select in each dialog box to return to the score. 


To MOVE OR DELETE THE CHANNEL-CHANGE EXPRESSION 

© Click the Staff Expression Tool i. 

* Click the note to which the expression was attached. Its handle appears. 

¢ Drag the handle to reposition the expression. Select it and press Delete to remove it 


To ASSIGN A STAFF TO MORE THAN ONE MIDI CHANNEL 
Finale normally allows you to rouce each staff co a single MIDI channel. You may want 
the staffs contents transmitted on more than one channel—for example, if you want to 
mix the sounds from cwo different patches. To create this arrangement, you have to 
create a Staff Expression (which can be invisible, if you like) defined for playback. This 
marking’s playback definition involves the creation of a MIDI data dump. 

* Click the Staff Expression Tool (®i . Click on, above, or below the note at which the 
music should begin playing over additional MIDI channels. The Scaff Expression 
Selection dialog box appears. 

¢ Click Create. The Text Expression Definition dialog box appears. 

« Enter the text (if any) for your data dump expression. Click Set Font if you want to 
specify the font and style of the new Text Expression. (You can leave the text box blank, 
if you wish.) ; 

¢ Click Playback. The Playback Definition dialog box appears. 
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© Click Dump. The Playback Data Dump dialog box appears. 

In the Number of Units box, enter 2 or 3 (depending on whether you want the staff's 
playback routed to 1 or 2 additional MIDI channels). A staff can play over up to chree 
MIDI channels, including the primary MIDI channel you’ve established for the staff. 

In the first Data box, enter SFF. This code, including the dollar sign, is a hexadecimal 
MIDI code that tells your synthesizer to prepare to receive additional MIDI channel 
information. 

e In the next Data boxes, enter one or two numbers, corresponding to the MIDI channels 
you want the staff's playback routed to *rizus one. In other words, if you want the staff 
to play over channels 5 and 6 (in addition co its primary MIDI channel), encer 4 in the 
second Data box and J in the third, because you must subtract one from each MIDI 
channel number. (Also be sure to delete che default “$00” value from.each text box 
before entering your MIDI channel numbers.) ; 

When Finale plays your score and reaches the Scaff Expression you're creating, it will 
reroute the playback to the MIDI channels you've just specified. 


Click OK or Select in each dialog box to return to the score. 
Here are some other hexadecimal codes you may find useful if you plan to make 
extensive use of the Data Dump feature. If you want to change only one of the additional 
two MIDI channels you've specified at some point in the staff, create another Scaff 
Expression. Define this expression to have a Dara Dump Playback Definition. In the Data 
text box that originally displayed the MIDI channel that you don’t want to change at this 
poine, enter the code $FE. For example, your first Data Dump expression added channels 
5 and 6 to the staff's playback. Its Data boxes displayed SFF, 4, and 5. You now want 
the additional channels now to be 5 and 12, so you create a new Data Dump expression. 
Its Data boxes should display $FF, $FE, and 11. 
Finally, you can “turn off” any additional MIDI channels you’ve specified with a Data 
Dump expression by entering SFF in the appropriate Data box. For example, your frst 
Data Dump expression added channels 5 and 6 to the staff's playback. Ics Daca boxes 
displayed SFF, 4, and 5. You now want channel $ to drop our, so you create a new Dara 
Dump expression. Its Data boxes should display SFF, SFF, and SFE (because SFE, is the 
“don’t change this channel” command}. 


MIDI files Finale ‘gph impor eanscibes) and expos (wees) sndacs MIDI Sis A MIDI 


file has a formar that can be understood by music programs, including most sequencer 
programs, from different companies. If you prefer to compose by improvising in your 
favorite sequencer, you could save your piece as a standard MIDI file and chen have Finale 





notate it for you. 


To mporr A MIDI Fite 
To create the MIDI file, follow your sequencer’s instructions. There’s no need to quantize 

i the sequence, since you'll probably find Finale’s quantization powers to be more effective 

if than your sequencer’s. 

* Choose Open from the File menu. A list box appears. Three file types are listed at che 
boctom of the window. 

© Click MIDI Sequencer File. The names of any available MIDI files (MID) appear in che 
list box. 

¢ Double-click the desired file name. A box appears, listing various transcripdon options. 

° Specify the way in which you want the MIDI file extracted onto Finale staves. If you click 
Tracks Become Staves, each sequencer track becomes a Finale staff. If you click Channels 
Become Staves, the contents of each MIDI channel (regardless of their track assigamencs) 
become a Finale staff. In either case, Finale will choose a clef for each resulcant staff 
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based on the range of notes in the track. (If it discovers that the notes in a track have a 
very wide range, it will aucomatically nocate its contents on nwo staves. See “Transcribe 
MIDI File dialog box” in Finale Reference for details.) 

For even further control over the track and channel extraction, click Set Track-co-Scaff 
List. Another dialog box appears, in which you can specify extremely sophisticated track 
and channel mapping. 

¢ If the MIDI file isn’t quanazed, click a quantization level. If you wane Finale to vary the 
quantization level on a beat-by-beat basis—in particular, if there are occasional sixteenth 
notes, triplets, or other tuplets, click Floac Quantizing. See Tutorial 5 in Learning Finale 
for more information on Floating Quandzation. 

© Choose Key and Time Signature options. Most MIDI files contain key and time signature 
information already, so you usually won’r have to change the default selection (Use the 
File’s). 

« If you'll want to hear the sequence played back with its original tempo fluctuations, 
velocity information, and controller data, make sure Time Dilation, Performance, and 
MIDI Expressions are selected. These options caprure the MIDI performance data from 
your sequence. For a more complete description of performance data, see Tutorial $ in 
Learning Finale. You can also tell Finale co eliminate grace notes by clicking Expand 
Minimums. If there are to be no inner voices within a staff, click No Voice Two. If No 
Voice Two is lefr unchecked, you may get stems-up and stems-down notes where you 
didn’t intend chem (for example, if the beginning of one melody nore overlaps the end of 
a preceding nore). 

* Click OK. Finale transcribes the MIDI File into standard notation. If you discover thar 
your settings weren’t quite right, you can cry again—the original MIDI file is unaffected 
by Finale’s cranscripcion efforts. For more information about the elements of the 
Transcribe MIDI File dialog box, see “Transcribe MIDI File dialog box” in Finale 


Reference. 


To export A MIDI FILE OF THE ENTIRE FILE 

¢ Prepare your Finale file. Keep in mind that any playback dara will be retained in the 
MIDI file. This includes tempo changes (for those sequencers that support a tempo, or 
conductor, track), dynamics, pitch wheel data, MIDI channel assignments, and so on. Be 
sure to choose Playback Options from the Playback menu to specify other important 
playback parameters. 

« Make sure that you have assigned Ourput Routes correctly (one for each resultant 
sequencer track). When Finale creates a MIDI sequencer file, it places the music you’ve 
assigned to each Output Route in a separate sequencer track. Therefore, make sure the 
Ourcput Route configuration is set up the same way you want the resultant cracks set up. 
You can specify the Ourput Routes for the staves in your score either one staff at a time 
or all ac once. See “MIDI channels” for further instructions. 


Choose Save As from the File menu. A Save dialog box appears. 

© Click MIDI Sequencer File, and enter a name in the text box. Be sure to include the file 
extension “. MID” with the name. 
(multiple cracks), Format 0 (a single, multichannel track), or just a tempo track. Format 1 
is most common. 

¢ Select a MIDI file format by clicking the appropriate button. 


To Export A MIDI FILE OF A SELECTED PORTION OF YOUR FILE 


¢ Prepare your Finale file. Keep in mind that any playback data will be rerained in the 
MIDI file. This includes tempo changes (for those sequencers that support a tempo, or 
conductor, track), dynamics, pitch wheel dara, MIDI channel assignments, and so on. Be 
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sure to choose Playback Options from the Playback menu co specify other important 
playback parameters. 


© Click the Playback Tool 21. The Playback menu appears. 


i © Choose Playback Range from the Playback menu, and specify the measures you want 
i included in the MIDI file. Click OK. 


ie + Choose Playback Settings from the Playback menu. The Playback Settings box appears. 

© Click Create a MIDI Sequencer File, and click OK. You rerurn to the score. 

© Click a measure. Depending on your selection in the Playback Range dialog box, you 

j click to indicate the first measure you want included in the MIDI file. 

os Finale now asks which type of MIDI file you want to creace: Format 1 (multiple cracks), 

: Format 0 (a single, multichannel track), or just a tempo track. Format | is most common. 





© Select a MIDI file format by clicking the appropriate button. Finale‘now asks you to 
a name the MIDI file. 
ei ¢ Type in a name (be sure to include the file extension “.MID”), and click Save. Consult 
your sequencer’s manual for information on importing a standard MIDI File. 


MIDI lock See “miDL” 


i MIDI Sync MIDI Sync signals consist of a real-time stream of MIDI data that allow wo 

i sequencers or computers to perfectly synchronize their playback or recording (providing 
both are equipped to send or interpret chis data). Finale can both transmit and receive 

~ MIDI Syne data. In other words, you can either use Finale to “drive” external sequencers 

so that all play back rogether, or you can record new music in Finale (or listen to a 

playback of a Finale score) along with the tempo crack of an external sequencer that’s 

sending MIDI Sync data. 


To TRANSMIT MIDI SyNc DATA WHILE PLAYING BACK A FINALE SCORE 
Follow these instructions if you want Finale to be the “master” device and an external 
sequencer to be the “slave” (in other words, Finale provides the synchronization signal), 

© Choose MIDI Setup front the Special menu. The MIDI Device Assignment and 
Configuration dialog box appears. 

© Click Send MIDI Sync and click OK. From now on, Finale will transmit MIDI Sync any 
time it plays back your score. If you have connected your computer to an external 

S sequencer (or another computer) configured to interpret this kind of MIDI message, it 
will wait in “pause” mode until Finale begins play, at which point the two will play in 
perfect synchronization. 








To receIve MIDI Sync DATA WHILE PLAYING BACK A FINALE SCORE 

L Follow these instructions if you want Finale co be the “slave” device and an external 

os sequencer to be the “master” (in other words, the external sequencer is providing the 

| : synchronization signal). 

: © Choose MIDI Setup from the Special menu. The MIDI Device Assignment and 

= Configuration dialog box appears. ; 

| * Click the Sync radio burton that corresponds to the “master” MIDI device and click OK. 

© Click the Playback Tool (2). The Playback menu appears. 

¢ Choose Playback Sertings from the Playback menu. The Playback Settings dialog box 
appears. ; 

* Click Create a Temp Disk File and Play It, click OK, and skip to the next step. If you 
plan to play back the same part of your score more than once, click Create a Playback 
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File instead, and click OK. When you click the measure where you want playback to 
begin, Finale will create a new file (a playback file). You'll be asked to name this 
playback file. Do so and click OK. F 

Next, choose Playback Settings again from the Playback menu. This time, click Playa 
Playback File and click Save. 


* Click the measure at which you want playback to begin. If you selected Play a Playback 
File in the last step, the Play File Name dialog box appears. Double-click the desired 
playback filename. Finale computes for a moment, then displays the Disk File Playback 
Options dialog box. : 

If you selected Create a Temp Disk File and Play Ic in the last step, Finale computes for a 
moment, then displays the Disk File Playback Options dialog box. 


© Click External MIDI Clock and click OK twice. “MIDI Clock” means external MIDI 
sync. Finale will wair for a MIDI Scart signal from the external sequencer. Once the 
external sequencer begins to play, Finale will aucomatically “sync up” to it, playing 
precisely rogether with it, even if you jump forward or backward in the external 
sequence, 


To TRANSMIT MIDI SyNc DATA WHILE RECORDING IN THE TRANSCRIPTION 
Toot 
You can transmit MIDI Sync signals during either recording or playing back in the 
Transcription Tool. You might want to set up this configuration if you want to record a 
new track wich a drum machine as accompaniment. Using this technique, Finale will 
“drive” che drum machine as you record new music in che Transcription window. 


* Click the Transcription Tool #!l and click a measure. The measure you click will be the 
first measure of the resultant transcription. You enter the Transcription window. 

* Choose Click Output from the Time Tag menu. The Click Ourput Type dialog box 
appears. 

© Click Send MIDI Sync. Click OK. : 

Enter Time Tags in che usual way. You can record Time Tags either by tapping a key or 
pedal, or by telling Finale to enter them automatically (usiag the Set To text box). You 
can find full instructions for the first method of entering Time Tags under “Real-time 
recording (Transcription Tool),” and for the second method under “Metronome.” 

© Under the words Time Tag, click Play. Proceed with your playback or recording as usual, 
Finale will transmit MIDI Sync instead of providing an audible click. If you have 
connected the computer to an external sequencer (or another computer) that has been 
configured to interpret this kind of MIDI message, it will waic in “pause” mode until 
Finale begins play, at which point the rwo will play in perfect synchronization. 


To use THE MIDI Sync sIGNAL TO PROVIDE THE “TAP” IN HyperScriBe 
Normally, when you’re transcribing music in HyperScribe, you tap a key or pedal to 
provide Finale wich a tempo reference. If you’re using HyperScribe to transcribe music 
being played by an external sequencer, the sequencer can provide the tempo reference 
itself by transmitting MIDI Sync signals. 

© Click the HyperSaribe Tool Sl. The HyperScribe menu appears. 

* Choose External MIDI Sync from the HyperSeribe menu. Proceed with the usual Hyper- 
Scribe preparations, concluding by clicking the first measure in which you want the 
transcription to appear. Finale will wait in pause mode until it receives the MIDI Syne 
signal, at which point it will automatically “sync up” to it, transcribing the music as it 
goes. No tapping is needed. 
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MIDI Thru Mi Thru is the MIDI configuration whereby you play the keys on a controller 
keyboard, the MIDI signal travels to your computer, and the computer in turn sends the 
signal to another synthesizer—the one that actually produces che sound. If you have such a 
setup, you must turn on MIDI Echo Thru to tell Finale that it should pass incoming MIDI 
signals along to the next synthesizer. You can reroute the incoming MIDI dara from each 
channel to a different outgoing channel. 


To ESTABLISH MIDE THRU 

* Choose MIDI Setup from the Special menu. The MIDI Device Assignment and 
Configuration box appears. , 

* Click MIDI Echo Thru. A channel-mapping dialog box appears. 

* “Channelize” your MIDI signal by entering aumbers into the proper boxes. For example, 
to hear the notes you play om channel 1 on a synthesizer chat is receiving channel 3, type 
a3 into che first (1:) box. . 

* Click OK. 


CO pie WOR etn parr 


Minor keys Finale defaults to a major key system, where the scale thar begins on C has no 
sharps or flats. In such a key system, C is considered by Finale co be scale degree zero of the 
scale with no sharps or flats (C major). You can, however, tell Finale that you’re working 
in a minor key, where the scale that begins on C has three flats (for example), and in the 
scale with no sharps or flats (A minor), C is noe considered to be the root. 


If you follow the instructions below, you’ll notice two significant changes in Finale’s 
behavior. First, when you create chord symbols, cheir descriptions in the Chord Definition 
dialog box will be accurate (the root of an A minor chord in a scale with no sharps or flats 
will be labeled 0, nor 5), Second, if you’re cranscribing music using HyperScribe or the 
Transcription Tool, you'll discover that accidentals are transcribed with greater accuracy. 
In A minor, for example, the note berween G and A will be nocated as a Gf (instead of an 
Ab, as it would be called in C major). 


seeaibgis phocd 


To ESTABLISH A MINOR KEY SYSTEM ; 

© Click the Key Signarure Toot BI. A handle appears on each barline. 

© Click the handle at the measure where the minor key is to begin. The Key Signature 
dialog box appears. 

© Click 19th Century Western Tonality. The Nonstandard Key Signature dialog box 
appears. 

Click Next. The Linear Key Format indicator should say 1. In Finale, Linear Key 
Format 1 is the minor key system. 

© Use the scroll bars at the top of the window to set the minor key signature you want. If 
you want to select A minor, leave the default key signature (no sharps or flats). 

© Click OK. 

¢ Specify the transposition effect you want. The three choices are Transposed, in which any 
existing music will be transposed to the new key; Held Modal, in which each existing 
note remains on its original line or space, but no new accidentals appear; or Held 
Chromatic, which holds each note at its original absolute pitch, adjusting accidentals 
when necessary. re ; 

* Click the desired region for transposition. The options are This Measure Only; This 
Measure Through Measure _, which lets you specify the last measure of the key change; 
or This Measure Through End of Piece. 
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Mirroring A mirror in Finale is an intelligent copy of a musical “source” region, dynamically 


‘ou edit 


linked to the source material, If you edit or add an articulation mark to the < original ‘music, 
the mirror automatically chagges tgo. Because most music conrains some form of repeti- 
tion, mirroring can be a useful time-saver. 
You can also create ‘ $, in which you choose individual notes from separate 
source Measures to mirror ifito’a single measure. If the woodwinds are playing a melody of 
running eighth notes, for example, you might create a composite, taizror that picks up only 
the accented notes for the brass. As with any mirror, if one of the source notes should 


ge, the notes in che composite mirror change simultaneously. 








Within any one measure, you can’t have mirrored music in one layer and “real” music in 
the other. 


’ To CREATE A MIRROR (INTELLIGENT COPY) 


You can only make mirrors in currently empty measures. 

© Click the Mass Mover Tool ®]. The Mass Mover menu appears. 

¢ Choose Mirror from the Mass Mover menu. 

* Select the source region of measures. Select one measure by clicking, additional measures 
by Shift-clicking, a screenful by drag-enclosing, or an entire staff by clicking to the left of 
it. You can also use the Set Selection command in the Mass Mover menu to select a large 
region withour scrolling. 

+ Drag the firs source measure so that ir’s superimposed on the first target measure. [f the 
first target measure is off-screen, scroll to and CTRL-Shift-click it> Im either case, the 
Misror Attributes dialog box appears. Remember, the target measures must be empty. 

¢ If you wane the onirror to be transposed in relation to the source measure, click Diatonic 
or Chromatic, choose the transposition, and click OK. If you're doubling a violin line in 
the cellos, you’d probably want to transpose the mirror (the cello copy) down an octave 
or two. In this case, you'd click Diatonic. In the Transpose dialog box, you'd click Down 
and Octave (Eighth). 

° Specify any elements of the source music you don’t want to in the copy. To do so, 
click Don’t Draw, then click the elements you don’t want co appear (Lynes; Chords, or 
Beam Extensions, for example). 

© Click OK. You can use the Mass Mover Tool to copy mirrored measures just as you 
would copy normal measures. Remember, the command you've selected in the Mass 


Mover menu affects the result. If you’ve selected Copy and Replace, the copy of the 
mirrored measure becomes a normal measure. If you’ve selected Mirror, the copy of the 


mirrored measure is another mirror. 


To (DENTIFY MIRRORED MEASURES IN THE SCORE 
© Click the Mirror Tool (@] . A mirror icon appears on any measure that’s a mirror of a 
“normal” measure. 


To CONVERT MIRRORED MEASURES INTO “NORMAL” MEASURES 


© Click the Mass Mover Tooi Sl. 

* Select the region containing the mirrored measures you want to convert. Click co select 
one measure, Shift-click to select additional measures, drag-enclose to select several on- 
screen measures, click to the left of the staff to select the enare staff, or choose Select All 
from the Edit menu to select the entire file. You can also use the Ser Selection command 
in the Mass Mover menu to select a large region without scrolling. 


The Mass Edie menu appears. 
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Choose Convert Mirrors from the Mass Edit menu. A dialog box appears, asking you to 
confirm your decision. 
© Click Yes. 


To CREATE A COMPOSITE MIRROR 
Using the Mirror Tool, you can create a measure that contains intelligent copies of 
individual notes from several normal measures. The resulting patchwork measure is 
called a composite mirror. (Composite mirroring is for combining aoves Kom disparate 
meamures inso a single eae if you want te a mirror consisting of selected notes 
fromt 4 smigle measure, copy ¢ entire measure [see "To create a mirror,” above], and see 
“To rebeam or edit an existing mirror,” below, for instructions on choosing selective 
elements of it.) 


© Click the Mirror Too! {i . 
¢ Click an empty measure (the “target measure”). The Tilting Mirror box appears, so 
called because it can be made to “reflect” the contents of any other measure in the score. 
You can maneuver this one-measure “window” around the score, copying individual 
notes from various measures. At the moment, the Tilting Mirror box is blank. 
© Click the up, down, left, or right arrow buttons to maneuver your “window” on the 
score to the measure whose nores you want to mirror. Click che up arrow to move up a 
staff, the down arrow to move down a staff, the right arrow to move to the next 
measure, and the lefr arrow to move to the previous measure. As you proceed, you'll see 
the contents of each measure you view, adjusted for the target measure’s clef. (If you 
move your “view” to another mirrored measure, it appears blank in chis window.) 
© When you're viewing a measure whose notes you want to mirror, drag the “cut bar” 
handles inward to enclose the desired notes. The “cut bars” are the dorted lines at cach 
end of the window, whose handles you drag to move them. The cut bars give you the 
freedom to choose any note or notes within the currently viewed measure. 
Click Next. Finale asks if you want to save changes—in other words, to mirror the 
selected notes into the target measure. If you click Yes, Finale keeps track of the notes 
you just selected and restores the cut bars to the ends of the window, ready for you to 
choose another note or set of notes. oe 
© Repear the last three steps, as necessary. Use the directional arrows to locate the measure, 
che cut bars to identify the desired notes, and click Next to add the selected notes to the 
target measure. To remove one of the elements of your composite mirror, click the Prev 
(or Next) burton until the notes appear in the window, then click Delere. If you want to 
~ insert a new selection berween two existing ones, click the Prev or Next buttons undl 
you're viewing the selection after the insertion point, then click Insert. Use the directional 
arrows and cut bars as usual. 
Click OK, and dick Yes when asked to Save Changes. The Mirror Attributes box 
appears. Specify a transposition, and specify musical items to ignore (Don’t Draw), as 
needed. 
© Click OK. The composite measure will appear in the score with a mirror icon, co help 
you identify it. If any of your measure-fragment selections were blank, any selections 
after the blank selection are ignored. 
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To REBEAM OR EDIT AN EXISTING MIRROR 

© Click the Mirror Tool [i] , and Shift-click the mirrored measure. The Mirror Arcributes 
window appears. 

¢ If you want the notes in the measure rebeamed, click Rebeam, and specify a rebeaming 
option. Rebeam to Time Signature beams the nores in the usual way, correcting any 
peculiar beaming that arose from the use of composite mirroring (see above). If you click 

7 Rebeam to Beam Chart, a window appears with a handle on each eighth (or smaller 

value) note in the measure. 
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In this beaming window, you break the beam to a note (from the previous note) by 
clicking its handle. Any notes whose handles you haven’t selected will be beamed 
together when you return co the score. (If you want all notes beamed together, select che 
first handle in the measure.) Click OK when you’re finished. 

« If you want the mirror to display only selected notes (instead of all notes) from the source 
measure, click Selective Mirror ID. A picture of the complete composite mirror appears, 
with a handle on every note. Click the handles of the notes you want included in this sub- 
selection of your composite mirror, known as a selective mirror. Any handles you don’t 
select will be omitted from the final display of the measure (or cumed to rests). You can 
use a selective mirror to select the melody notes within a triadic passage, for example. 
Click OK when you’re finished. 


* Specify a transposition, if desired. 
* Click OK. 


Mordents A mordent is 2 form of omament, akin to a turn (or gruppetto), denoted by che 
symbol (++, 4», or se) placed over a note. In Finale, the mordent marking is a Nore 
Expression. Lf you’ve loaded a Note Expression library into your file (or if DEFAULT. MUS 
is in place), you don’t have to create the marking. 


TO CREATE THE MORDENT (4, 4, OR +0) MARKING ON A NOTE 
These instructions create a graphic mordent marking only. 

* Click the Nore Expression Tool iS. 

* Click on, above, or below the note. The Note Expression Selection box appears. 

© If you see the «+, 4, or see marking in the selection box, double-click it. You return to 
the score, and the marking is attached co che note. 

¢ If you don’t see see the ++, 4, or see marking in the selection box, click Create. The 
Note Expression Definition box appears. 

© Type a lower-case m. In the Petrucci music font, the lower-case m is the «« marking. 
Type Shift-M to produce the +» marking, or type ALT0181 to produce the ++ marking. 

© Click OK or Select in each dialog box to return to the score. The marking appears at the 
spot you clicked. 


To MOVE OR DELETE THE MORDENT MARKING 
* Click the Note Expression Tool &!. 
If che marking’s handle isn’t visible, click the note it’s attached to. 


Drag the handle to move the marking. Select it and press the arrow keys to “nudge” ir for 
fine posirioning. Select it and press Delete to remove it. [If you delete the marking and ir 
still appears ro be on che screen, choose Redraw Screen from the View menu. 
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To DEFINE THE MORDENT MARKING FOR PLAYBACK 
You can’t define the Note Expression mordent for playback. However, you can create 2 

4 mordenc marking as a Staff Expression and define it for playback. See “Trills—To define 
a mill for playback” for full instructions. (You'll adape the Executable Shape you create 

y to a more appropriate shape, depending on how you wane the mordent to sound). If you 
have trouble navigating the Shape Designer, see “Shape Designer”. If you’re noc yet 

, familiar with the concept of Executable Shapes, see “Expressions: Staff Expressions—To 

define an expression for Playback (Seaff or Score Expressions).” 
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Motif See “Mirroring.” 


Multimeasure rests Multiple measure rests, also called meiti e or block rests, ace 
standard noration in instrumental parts. Whe When a player has several measures of rest, 


“instead of showing a loc of individual whole rests, 3 siggle wide measure appears in the 
part, usually filled by a thick bar (the multimeasure rest) with a subst ROS I indicating 


“the number of measures this block rest represents. 

Finale automatically brea breaks up mul tmultimeasure rests at key or meter changes, dete > barlines, 
repeat barlines or text rej rr cepeats, , any “real” whole ¢ rest (a whole rest you entered, nor the 
“default rests that appear in any empty measures), or any measure whose barline has been 
made a “Light Line.” (To access the barline options for a measure, click the Measure 
Artributes Tool, chen double-click che barline’s top handle.) 


Multimeasure rests never appear in the full score, only in the extracted parts. For 


information on loading, choosing, and using multimeasure rests, see “Extracting parts. 


Multiple key signatures You can create a score in which each staff has a different key 
signature. The presence of f multipl le simultaneous key signatures isn’t che same thing as_ 
establishing staves for transposing instruments (trumpet and clarinet, for ¢ example), in 
“which various staves are notated in different keys but all sound in che same key. To find 
out how to handle transposing instruments—for which Finale correctly changes the key 
signature automatically—see “Transposing instruments.” 


To crEATE MULTIPLE KEY SIGNATURES 

* Choose Floats from the Special menu. A dialog box appears. 

© Click Floar Key Signanmres. Click OK. 

© Click the Seaff Atrributes Tool &4. A handle appears on each staff. 

© Click the handle of the first staff whose key you want to change. The Scaff Artributes box 
for the selected staff appears. 

© Click Float Key Signature. You have to specify: Float Key Signature for each staff chat will 
be in an independent key. If you have several staves to prepare this way, click the Next 
butron to scroll from staff to staff. 

© Click OK. You return to the score. If you now click the Key Signature Tool @,a 
handle will appear on every staff that you’ve “enabled” to have an independent key 
signature. (A handle also appears on the topmost staff, for which you haven't specified 
Float Key Signatures, so that you can set the “main” key for the piece.) To change the 
key signature for one of the “Float Key Signarures” staves, click its handle. The scrolling 
Key Signature dialog box appears, so that you can set the key in the usual way. 





‘ale 


Multiple-measure rests See “Multimeasure rests.” 
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Multiple meters See “Multiple time signatures.” 


a 


Multiple time signatures With the following technique, you can create a score in which 
each staff has a different time signature. The staves won’t play back in different meters, but 
the music in all staves will be spaced (and beamed) correctly. 
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To CREATE MULTIPLE TIME SIGNATURES 

* Choose Floats from the Special menu. A dialog box appears. 

* Click Float Time Signatures. Click OK. 

* Click the Seaff Arributes Tool fd. A handle appears on each staff. 

© Click the handle of the first staff whose meter-you wish to change. The Staff Attribures box 
for the selected staff appears. 

© Click Float Time Signature. You have to specify Floar Time Signature for each staff that 
will be in an independent meter. If you have several staves to prepare this way, don’t exir 
the Staff Artributes box. Click the Prev and Next buttons to scroll between staves. 

* Click OK. You return to the score. If you now click the Time Signacure Tool Ha 
handle will appear on every staff that you’ve activated for an independent time signature. 
(A handle also appears on the topmost staff, for which you haven't specified Float Time 
Signatures, so that you can set the “main” merer for the piece.) To change the ime 
signarure for one of the “Float Time Signatures” staves, click its handle. The Time 
Signature dialog box appears, so that you can set the key in the usual way. 


Multiple VOiCes You can have up to four independent musical lines per staff. For a complete 


tutorial in handling multiple voices, see Tutorial 8 in Learning Finale. 


Finale offers three methods for working with inner voices: Layer 1/Layer 2, Voice 1/Voice 2, 
and superimposing staves, You'll probably find it easiest and quickest to work with Layer 1/ 
Layer 2 if you're entering music in step time (Simple Nove or Speedy Note Entry tools). Both 
of che real-time transcription tools (HyperScribe and the Transcripdon Tool), however, 
automatically ranscribe inner voices with Voice I/Voice 2. 


Voice 1/Voice 2 and Layer 1/Layer 2 are both capable of generating flexible stems-up/stems- 
down notation, and the two methods can be combined (giving you a total of four 
independent voices). If you have even more complex inner-voice relationships, you can use 
the superimposed-staves technique (see below). 


To ENTER MULTIPLE VOICES USING LAYERS 
Each staff in Finale has two transparent layers of music. Each layer can play back over a 
different MIDI channel and synthesizer patch, and each can have its own dynamics. You 
can view one layer at 2 time or boch simultaneously. When you’re placing expression 
marks in the score, you can tell which layer is receiving the mark by the indicator in the 
lower-left corner of the screen, which says Layer 1 or Layer 2. (You can flip the view from 
one layer to the other by clicking this indicator.) 


* Choose Layer Attributes from the Edit menu. The Layer Artribures box appears, letting 
you specify the characteristics of each layer. In general, you'll want the stems of Layer 1 to 
flip up, but only when Layer 2 is present, and the stems of Layer 2 to flip down, but only 
when Layer 1 is present. Furthermore, you'll probably want ties to flip the “wrong way”— 
in other words, if nores in Layer 2 are present, you’ll want ties in Layer 1 to flip upward, 
even though the Layer 1 stems are upward. (If you prefer, you can reverse this scheme. 
However, this example assumes that you’re making Layer 1 the stems-up layer.) 
Therefore, you'll probably want to select options as follows. For Layer 1, click Freeze 
Stems: Up, Freeze Ties in the Same Direction, and Do Only When Layer 2 is Present. For 
Layer 2, click Freeze Scems: Down, Freeze Ties in the Same Direction, and Do Only When 
Layer 1 is Present. 

In addition, you may wish to specify that the placement of rests in one voice is such that 
they don’t collide wich notes in the other voice. You cell Finale how far out of the way you 
want these rests to appear by entering numbers into the Floating Rest Offset boxes. These 
boxes measure the distance, in lines and spaces, from the center line of the staff. Usually, 
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you'd enter a positive number for Layer 1 (such as 4), and a negative number for Layer 2 
(such as —4). 
If you choose not to use the Floating Rest Offsers option, don’t worry—you can always 
= drag rests vertically lacer. 
- * Specify stem directions, tie options, and rest offsets for each layer. 

| 7 * Click OK. If you like, choose Show Only Current Layer from che Edit menu. When this 

x option is selected, only the current layer (as indicated by the Layer indicaror in the lower- 
lefe comer of the screen) is visible. The other layer is hidden. You can switch to the other 
layer by choosing Layer 1 or Layer 2 from the Edit menu, or—a shorecur—by clicking 
the Layer indicator in che lower-left corner of the screen. 

© Click the Layer indicator in thle lower-left corner of the screen so that it displays the layer 
you want to edie first. 5 

* Click the Speedy Note Entry Tool GSI, and click a measure in which you want to enter . 
music. The editing frame appears. Enrer the music for the first layer in the usual way (see 
“Scep-time music input.”) 

* Press Shift-apostrophe (’). The editing frame flips to the other layer, and the first layer is 
dimmed. (If che first layer doesn’t appear at all, it’s because Show Only Current Layer is 
selected in che Edit menu.) You can now enter and edit music in this layer. You won't see 

the rests shift and stems flip as you specified in the Layer Artribures box until you exit 
this measure. (If pressing Shift-apostrophe doesn’t flip layers, it may be because you're 
using a macro program, or TSR, to generate “curly-quotes” for your word processor 
programs. Such macro programs send a different character to the program you're using 
when you press the apostrophe key, so Finale won’t switch layers.) 

* To drag a rest, position the cursor on it and press the asterisk (*) key, chen drag it up or 
down. If you want the rest to snap back to irs default position, position the cursor on it 
and press the asterisk (*) key again. 

¢ To hide a note or rest, position the cursor on it and press the letter O key. Press O again 
to restore the entry. Use this feacure to hide a Layer 2 half rest, for example, to give the 
appearance of a second voice entering on the third bear. (If pressing che O key doesn’t 
seem to work, make sure your Caps Lock key isn’t down.) 

« If you need to adjust colliding noteheads, drag them to the right or left. If you want the 
note you’re dragging to move only vertically or only horizontally, press Shift as you drag. 

© Press zero (0) to exit the editing frame. When you use Mass Mover to copy music, you'll 
copy whichever layer or layers are showing. To copy Layer 1 only, choose Show Only 
Current Layer from the Edit menu, and click the Layer indicator (lower-left comer of 
screen) so thar Layer 1 appears. Copy in the usual way (see “Copying music”). 








To ENTER MULTIPLE VOICES USING vI/v2 
You can also have cwo independent voices within each layer, called Voice 1 and Voice 2 
(or VI/V2, as they’re called in the Speedy Nore Encry editing frame). For a more detailed 
description of V1/V2, see Tutorial 8 in Learning Finale. 
7 © Click the Speedy Note Encry Tool (Sl and click a measure in which you want to enter 
: music. Uniike layers, in which it doesn’t matter which musical line you notate first, you 
must encer Voice 1 first when working with the V1/V2 mechanism. In general, it’s best to 
enter the longer note values first. 
« Enter the notes of the first voice (Voice 1). “First” doesn’t necessarily mean upper. V1 
and V2 may have their stems up or down at any point. 
° Press the arrow keys to move the insertion point to the Voice 1 note at which the first 
Voice 2 note is to appear. A Voice 2 musical line may “materialize” at any point in the 
fae measure, as long as it’s been “launched” from an existing Voice 1 nore. Indeed, you can 
have several “launches” within 2 measure (although you generally can’t beam together 
Voice 2 notes that have been launched from different Voice 1 notes). 





f- 150 


Mi MUTES 





«To enter Voice 2, press the apostrophe (") key. The indicator now reads V2. The insertion 
bar is offset slightly from the Voice 1 note to remind you that you're now editing a 
second voice. : 


« Enter the notes of the second voice (Voice 2). You may notice that the note stems don’t T 
always flip in the proper directions. 3 
© To correct note stem directions, switch to the correct voice by pressing the apostrophe 
key. Move the cursor to the target aoce by pressing the arrow keys. Press the L key to 8 


freeze a stem up, press Shift-L to freeze a stem down. When a stem is “frozen” up or 
down, ic’s no longer free co change directions if ir gers transposed. To restore a stem to its 
“floaring” status, position the insertion bar on the note and press CTRL-L. (If pressing 
the L key doesn’t seem to work, make sure your Caps Lock key isn’t down.) 

You can move rests up or down, too. If the rest is in Voice 2, you can move it by drag- 
ging it. If the rest is in Voice 1, position the cursor on it and press the asterisk (*) key to o 
make ic “draggable.” If you later want the rest to snap back to irs default position, 

position the cursor on it and press the asterisk (*) key again. 


To ENTER MULTIPLE VOICES USING SUPERIMPOSED STAVES 

« Enter each voice on a separate staff. In order to avoid superimposed rests, you may want 
to “turn off” the default whole rests that Finale places in any blank measure. Click the 
Staff Aceributes Tool, chen click the handle of the targer staff. In the dialog box that 
appears, click Blank Empty Measures, then click OK. 

« Flip stems up or down, as desired. To flip stems up or down, click the Mass Mover Tool 
and select the region whose stems you want to flip. Choose Modify Encries from the 
Mass Edit menu. In the dialog box that appears, click Freeze Scems, and choose Up or 
Down. Click OK. (“Freeze Stems” means that the stems are no longer free co flip up or 
down depending on their positions on the staff. They’re permanently flipped (frozen) in 
one direction until you restore them to their original “floating” status.) 

© Click the New Staff Tool [i]. A handle appears on each staff. ; 

» Carefully drag the secondary staff so that it’s superimposed on the primary staff and their “| 
top lines align. The top line of the staff being dragged appears as a dotted gray line while : 
you're dragging. If you have difficulty aligning che staves, CTRL-click the handle of the 
primary staff, and note the Distance From Top value. Click the Prev and Next buttons 
until the values for the secondary staff appear. Enter the Distance From Top value from 
the primary staff and click OK. ‘ 

¢ For easy editing, assign each staff to its own Staff Template (or create a Staff Template in 
which the superimposed staves are separated). For information on Scaff Templates, see 
“Hiding staves.” You could create one Staff Template in which the secondary staff is 
hidden. In another, you could hide only the primary scaff. By pressing the keyboard 
equivalents of the Scaff Templates (F7-F10) you'll be able to switch inscandy between 
views of one or the other, or both staves superimposed. 

You could create a Staff Template that contains all staves—but once you've created the 
Template, you could drag the superimposed staves apart. By flipping berween the “main” a 
view (in which the staves are superimposed) and this Staff Template, you can also easily Pa 

' edit your score without having to separate and realign staves. 


: * Click the Speedy Note Entry Tool (3), and click any measure in which noteheads collide, 
and drag them to the right or left. If you want the nore you’re dragging ro move only 
horizontally, press Shift as you drag. 








' Mutes Mute indications for brass or stringed instruments (such as “Straight mute,” con sord., 
“Open,” and so on) are usually placed as Scaff Expressions in the appropriate staves in 
your score. The following instructions tell you how to create a Seaff Expression mute 
indication. If you want co create an open or closed symbol (0 or +), see “Open symbols” or 


“Closed symbols.” i 
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If a particular marking appears at the same point in the music in several staves, you may 
want to create the muce indication as a Score Expression instead (see “Expressions: Score 
Expressions”). 


To PLACE A MUTE MARKING INTO THE SCORE 

© Click the Seaff Expression Tool (4. 

* Click on, above, or below the note to which you want to attach the marking. The Seaff — 
Expression Selection box appears. 

¢ If you've already created the mute marking, double-click it, and click OK. The Text 
Expression appears in che score, where you can adjust its position. 

« If che mute marking doesn’t appear in the list, click Create. The Text Expression Designer 


appears. 
© Type the text for che mute marking (“Straight mute” or con sord., for example), Click Ser 
Font if you want to specify the fone for the Text Expression you're Grea 


Click OK or Select in each dialog box to rerurn to the score. 


To MOVE OR DELETE THE STAFF EXPRESSION MUTE MARKING 

© Click the Staff Expression Tool [9] . 

© Click the note to which the marking was attached. Its handle appears. 

« Drag the handle to move the marking, Select it and press the arrow keys to “nudge” it for 
fine positioning. Select it and press Delete co remove it. 
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Nested repeats See “Repeass.” 
Nested tuplets See “Tuplets.” 


Neutral key A piece in neutral key displays no key signature. lnstead, individual notes display 
accidentals as needed. ; 
As far as Finale is concerned, you can create neutral key simply by setting your piece in the 
key of C. Then any note aot in the C diatonic scale will have ics own accidental. A problem 
arises when you have a transposing instrument, such as a cumpet—Finale will auto- 
matically place the trumper part in D (the usual cumpet transposition for a piece in C), 
instead of in neucral key. 
The solucion, then, is not to use Finale’s automatic part transposing feature for neutral key 


pieces. 


To CREATE A NEUTRAL-KEY TRANSPOSING INSTRUMENT PART 
The idea is co enter the music at “concert pitch” (as though the instrument was not a 
transposing instrument at all), then correct the key and cransposition just before prinang. 

» Enter the part in concert pitch, In this case, don’t use the Scaff Attributes Tool to create 
an automatic staff transposition. 

* Click the Mass Mover Tool (Ei , then click to the left of the staff, The entire scaff is 
highlighted. 

© While pressing the 6 key, double-click the staff. The Transpose Chromatic box appears. 

* Specify the interval needed to transpose the notes to their “written” pitches. In other 
words, if you’re working on a trumpet part, you'd specify Up a Major Second as the 
transposition interval. 

* Click OK. 


Nonlinear key signatures See “Nonstandard key signarures.” 
Nonlinear spacing See “Allocments.” 


Nonstandard key signatures Most music is written wich one of the “scandard” key 
signatures. This traditional system is based on a scale of twelve half sceps and a harmonic 


scheme where a new accidental is added to the key signature with every advance around 
the circle of fifths. : 

In certain advanced and cwentieth-cencury music schemes, these traditional key signature 
practices don’t apply. A piece may be based on the quarter-tone scale, for example, in 
which there are four chromatic steps from C to D. In Finale, you can create your own key 
signatures in any formar, based on scales with any number of steps from one nore to the 
next. Using the five dialog boxes accessed by the Nonstandard Key Signature ‘dialog box, 
you can create up to 128 linear or nonlinear key signatures that are available at any cime 


within the file. 


To CREATE NONLINEAR (NONSTANDARD) KEY SIGNATURES 
Because this aspect of Finale is among its most technical, you’ll find only a summary of 
the steps for crearing a nonstandard key signature in this entry. In some of the steps, 
you'll be directed to a corresponding (more detailed) discussion in Finale Reference. 
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* Click the Key Signature Tool @!. A handle appears on each barline. 

© Click the handle of the barline where the key will change. A scrolling list of key signa- 
tures appears. 

© Click 19th Century Western Tonality. The Nonstandard Key Signature dialog box 
appears. In the center of this dialog box you'll find a pair of burtons to indicace which 
kind of nonstandard key signature you want to create: Linear or Nonlinear. 


© Click Linear Key Format or Nonlinear Key Signature. (See “Nonstandard Key Signature _ 
Mistog box: in Tpale Reference) 
A linear key format is one whose scale is composed of a repeating sequence of diatonic _ 
and chromatic steps. The standard diatonic major scaje is a linear key format —in Finale, 
17s i rmat'0. Linear Key Formag j, which you can choose by clicking 
the Next button, is the standard minor scale format. A key signature with no sharps or 
flars chac’s been ser to this key formar considers A, noe C, to be the first note of the scale. 
Because these cwo formats have been predefined, you'll find chart only the ClefOrd and 
Artribute icons [two of the five icons whose associated dialog boxes define the key 
formar] are operational. Once you've selected Key Format 2 or higher, all five icons are 
active, 
The keys of a linear key format need not proceed around the circle of fifths. You could : 
create a system that proceeds around a circle of sixths, for example. As long as the scale_5, fe 
in each of che key formar’s related" La is foesed Oy Ie ame sequence of whole and "W#+ 
half steps, and as long as the upper and lower halves of the scale are formed by the same 
sequences of whole and half steps (such as the tetrachords in a standard diatonic scale), 
the system of keys is considered a linear key format. 
A nonlinear key signature is one for which there’s n0 “circle of fifths”. In fact, there’s no 
circle of anything. Whereas a linear key format is a system of related keys and key 
signatures, 2 ngpligeat key signacure is a key signature unto itself, unrelated in any way 
to any ather ignarure. A nonlinear key signanire can contain one and one flar, 
for example, on any notes of the scale, and there need noc be any logic to their positions. 


© Specify the number of diatonic and chromatic steps you want in the scale by clicking the 

, KeyMap icon. The Key Step Map dialog box appears, in which you specify how many 
steps you want in an octave, and which steps are “diatonic” and which are “chromatic.” 
See “Key Step Map dialog box” in Finale Reference for details. 

© Specify the order in which accidentals jpeear in cach equenval il key signature by clicking 
the AOrdAmt icon. this icon to display che Accidental Order and Amount dialog 
box, in which you specify the new accidental you want to appear with each progression 
(if any) to a new key, and on what line or space it should appear. See “Accidental Order 
and Amount dialog box” in Finale Reference for more information. 

© Specify the tone center (root) of each key by clicking the ToneCat icon. The Tone 
Center’s dialog box appears, in which you specify the relatianship of each new “key” 
(tone center) co the appearance of a new accidental. See “Tone Center/s dialog box” in 
Finale Reference for a more complete discussion. 

© Specify the octave in which each of the accidentals appears (on the staff) by clicking the 
ClefOrd icon. The Accidental Octave Placement dialog box appears, in which you can 
specify the octave in which you want each accidental to appear according to each clef. 
See “Accidental Octave Placement dialog box” in Finale Reference for decails. 

© Choose the font and character to be used in place of the normal s s and flars (if you 
wanr) by clicking the Artribute icon. The Special Key Signature Attributes dialog box 
appears, in which you can specify a number of miscellaneous attributes for the key for- 
mat you're creating. For example, you can specify nonstandard symbols to be used 
instead of the normal sharps and flats in the key signature. See “Special Key Signarures 

“dialog box” in Finale Reference. 
© Click OK. A box appears, asking for information abour the key change. 
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* Specify the transposition effect. The three choices are Transposed, in which any existing 
music will be transposed to the new key. Held Modal, ii which each existing note 
remains on its original lize or space, but no new accidencals appear. or Held Chromatic. 
which holds each note at its original absolute pitch, adding accidencals when necessary. 
¢ Click the desired region for transposition. The options are This Measure Only; This 
Measure Through Measure __, which lets you specify the last measure of the key change; 
or This Measure Through End of Piece. * 


Note durations See “Nore values (durations).” 
Note Expressions See “Expressions: Note Expressions.” 
! i 
, ' . « 4 
Noteheads For information on changing the shapes of noteheads (to X noteheads, diamond 
noteheads, slashes, and so on), see “Nore shapes.” /., %. ckéusyauy 
ea es noes a CR 


To MOVE INDIVIDUAL NOTEHEADS 
Occasionally, you may need to drag the individual noteheads horizontally—for example, 
to “reseack” che nores of a cluster chord. 

© Click the Special Tools Tool @, and click the target measure. The Special Tools window 
appears. 

* Click the Notehead Tool 4. A handle appears on each notehead. 

Drag any handle left or right to move the notehead. To restore a nocehead to irs original 
position, click its handle, then press Delete. 

¢ Double-click the Control-menu box (in the upper-left corner of the window). 
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Note positioning The positions of notes in Finale are determined by a number of factors. 
Their defaule horizontal positions are linear, according to the time signature—a whole note 
gets exactly as much room as four quarter notes. 

When you apply Mass Mover Meratool 3, notes are positioned according to the Allomment 

i. Libeary you’ve loaded—a table of width measurements for notes of various rhythmic 

t values. For a full discussion of Meratool 3 and Allocnents, see “Alloanents.” 








. You can also position notes manually. To move a note and have all other nores thar fall on 
} ) che same beat (in other staves) remain aligned with ir—in other words, to move the 
position of the beat itself—see “Beat positions.” 


To MOVE A NOTE HORIZONTALLY 





é 
* Click the Speedy Note Entry Tool BI, and click the target measure. The editing frame i 
a appears. = } 
« Drag the nore left or right. If you wane the note you’re dragging to move only horizon- 
) tally, press Shift as you drag (so that you won't accidentally drag it up or down to a new : 
} pitch). ; L 
| ) To MOVE A NOTE VERTICALLY (CHANGE THE PITCH) 
* Click the Speedy Note Entry Tool G3] , and click the carget measure. The editing frame 
4 appears. 
« Drag the note up or down. You need to click squarely on the notehead before dragging. If Ba 
, you want the noce you're dragging to move only vertically, press Shift as you drag (so i 


chat you won’t accidentally drag it left or right). 
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Note shapes A notehead can be any shape in Finale, including X, diamond, square, circle, & 
slash—you can even create invisible noteheads. You can globally define noteheads to be a = 
particular shape on the basis of rhythmic value, position on the staff, or both. You can also be * 


change individual noteheads to any shape. 


To CHANGE THE SHAPE OF_A NOTEHEAD 





© Click the Special Tools Tool |& , and click the target measure. The Special Tools window: aa 
appears. BA. 

* Click the Notehead Tool 4]. A handle appears on each notehead. 2. 
© Sp ck she banat ofthe sovehend yor wane sn Senge. 2 pales apes SP rne a 
every character in the music font. . e& 

Bo 


¢ Double-click the desired replacement notehead shape. To restore the nocehead to its origi- 
nal shape, click its handle and press Delete. 

¢ Double-click the Control-menu box (in the upper-left corner of the window). If you want 
ro change a note in another measure that is visible on the screen, you can move to ic by 
clicking the arrow buttons in the Special Tools window. 
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To copy INDIVIDUAL NOTEHEAD CHANGES TO OTHER MEASURES 
If you require a more global note shape configuration char can’t be addressed by 
changing all notes of a specified pitch and duration to a specified shape (see “To change 
all notehead. shapes of a specified duration and pitch,” below), you can create the 
changes manually and chen paste only the note shape information onto other measures. 

© Change the notehead shapes manually im the first measure or measures. See “To change 
the shape of a notehead,” above. 

¢ Choose Move Only from the Mass Mover menu. 

* Choose Entry Items from the Mass Mover menu. A dialog box appears, listing elements 
of the music that you can copy individually. 

* Click Nove Head or Percentage Alterations. Click OK. 

© Click the Mass Mover Tool I , and select the modified measure or measures. Select one 
measure by clicking, additional measures by Shift-clicking, a screenful by drag-enclosing, 
or an entire staff by clicking to the left of it. 

© Drag the first highlighted measure so that it’s superimposed on the first target measure. If a 
the target measure is off-screen, scroll to the measure and CTRL-Shift-click ic. Uniess the ‘ 

= target measures are directly above or below the source measures, the How Many Times 

box appears. 

° Enrer the number of times you want the notehead shape information copied. Click OK. * 
To restore the noteheads to their original shapes, select the region using the Mass Mover : 
Tool. Choose Erase from the Mass Edit menu. Proceeding through the dialog boxes, click 
as follows: Only the Selected Items, Entries, Only che Selected Items, Note Head or 
Percentage Alterations. Click OK twice. 
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—— TO CHANGE ALL N Ss OF A SPECIFIED DURATION AND PITCH : 
This technique is especially useful for Shape Note Music, where the shape of a note = 


indicates its pitch, and for drum parts, where you might want all notes on a particular 
pitch to have X and diamond noteheads (cymbals, hi-har, etc.), but all other notes to : 
have normal noteheads (drums). wa 


a x OUATONE STEP 








You can assign a different notehead shape to each stap of the scale. 
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Choose Floats from the Special menu. A dialog box appears. 

* Click Float Note Shapes. Click OK. 

* Click the Staff Anributes Tool &4. A handle appears on each staff. 

© Click a staff's handle. The Staff Attributes window appears for che staff you clicked. 
Changeable note shapes are activated one staff aca dme. 

* Click Float Note Shapes. A scrolling key signature box appears. You can ignore it, unless 
you're working with nonlinear key signatures that have more chan seven diaronic steps in 
anoctave. - -.. : 

* Click OK, Another box appears. 

© Click the the first notehead shape that you want to change to an alternate shape. The 
four basic note shapes in Finale are the quarter aotehead « (also used by eighth, sixteenth, 
and smaller note values), the half notehead «, the whole notehead o, and the double 
whole notehead xe. For each note of the scale, you can specify an alternate aotehead 
shape (X, diamond, and so on) for each of these four basic shapes. For example, you 
could specify that every half noce occurring on the second scale degree will appear as an 
X norehead. : 

* Specify the scale degree for which you waat to modify the selected notehead. To choose 
the scale degree, click che Prev and Next buttons to cycle through che notes of the scale, 
until the Diatonic Step indicacor displays the desired step. This Diatonic Scep counter 
treats the first nore of the scale as zero, not 1. Therefore, a G in the key of C is Diatonic 
Seep 4, not 5. 

* Click *Symbol*. A palerte appears, displaying every character in che music font. 

Double-click the symbol you want to serve as the alternate notehead shape. You can 
continue this way, using Prev and Next to move through the scale degrees, and clicking 
the desired notehead shape (quarter, half, whole, or double whole). 

° Click OK twice. You rerum to the score, where the noteheads of che type and scale degree 
you specified have automatically changed to che alternate nore shapes you selected. 
if you anticipare creating other scores with the same configuration, save this piece on 
your disk as a template (a blank file without any notes in it), so that you won't have to 
repeat the process the next time you need to create alternate note shapes. 

size You can change the size of the music in your files in a number of ways, both globally 

and locally. For instructions regarding cue notes, see “Cue notes.” For information on 

reducing or enlarging the entire score at once (for printing purposes), see “Reducing/ 
Enlarging.” 
To REDUCE OR ENLARGE THE NOTES (BUT RETAIN STAFF SIZE) 
Using chis technique, you can create large-note music for beginning readers, or reduce all 
the notes slightly (with respect co the staff) for a sparser, finer look. 

* Choose Font Selection from the Special menu. A dialog box appears. 

¢ Click Music. The Text Fonr, Size, and Style dialog box appears. 

° Enter a new value in the Point Size box. The standard size for Finale’s music font 
(Petrucci) is 24 point. 

* Click OK. The notes may have slightly jagged edges if you print on a non-PostScript 
printer. On a PostScripe printer che notes will be crisp and smooch. 
If you discover thar the stems of stems-up notes no longer artach correctly to the newly- 
sized noteheads, you can adjust their horizontal positioris using the Stem Connections 
dialog box. See “Stems—To change the position of the stem relative to its notehead” for 


instructions. 
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To REDUCE OR ENLARGE SELECTED NOTES (OR NOTEHEADS) 
[: « Enter the music at normal size. 


* Click che Reduce/Enlarge Tool El. 
| ¢ To change the size of a notebead, click it. To change the size of the entire entry group— 
the nore or chord, stem, flag, lyric, articulations, and any notes beamed to it—click the 
‘ stem (of the first note in the group). The Reduce/Enlarge Percentage box appears. 
| e Enter the desired reduction or enlargement value. The number you enter here is a per- 
! centage of the full-size notes, so 200 (%) would result in a double-size nore. 
® Click OK. The note (or entry group) is now resized. To restore che notes to normal size, 
repeat the process, but click Delete in the Percentage Reduction/Enlargement box. 





To RESTORE A REGION OF MODIFIED NOTES TO THEIR ORIGINAL SIZE 


” @ Click the Mass Mover Tool 23]. The Mass Mover menu appears. 

i : © Select the measures containing the resized notes. You can select one measure by clicking, 
additional measures by Shift-clicking, a screenful by drag-enclosing, an entire staff by 
clicking to the left of ic, or the entire piece by choosing Select All from the Edit menu. 

¢ Choose Erase from the Mass Edit menu. Proceeding through the dialog boxes, click as 
follows: Only the Selected Items, Entries, Only the Selected Items. A dialog box appears, 
listing various elements you can erase. 

© Click Note Head or Percentage Alterations, then click OK twice. 


| Note values (durations) In step-cime music encry (Simple Note and Speedy Note Entry 
tools), the number keys on your computer keyboard decermine che rhythmic values, as 


shown in this table. 
| This table also appears on your Quick Reference Card. 


To CHANGE A NOTE’S RHYTHMIC VALUE (SPEEDY Note ENTRY) 


| * Click the Speedy Note Entry Tool i, and click the target measure. The editing frame 
fy appears. ; 

¢ Press the right arrow key until the insertion bar is on the desired nore. Press a number key 
corresponding to the desired new duration. The note retains its pitch, bue changes ro the 
rhythmic value you specified. Sometimes, when you change the note to a longer value, 
Finale immediately responds by displaying the “There are too many beats in this 
measure” box and advancing you to the next measure. These responses can be disabled 
by choosing Clip to Measure (in the SpeedOptions menu), so thar there’s no check mark 
beside ic. With Clip co Measure off, Finale will only rell you that you’ve exceeded the 
number of beats allowed by the time signature when you exit the measure (by pressing 
the zero key, the right or lefr bracket (previous measure/next measure] keys, or by 
clicking the score outside the current measure). 





To CHANGE A NOTE’S RHYTHMIC VALUE (SiMPLE Note ENTRY) 

© Click the Simple Nore Entry Tool |+!. The palerte changes to the Simple Nore palerte. 

* Click che icon d displaying the new noce value. 

* Click on, above, or below the note whose value you want to change. The noce changes to 


the new rhythmic value. A quicker way is simply to pee the number key corresponding 


to the new value as you click. In other words, if you press 4 while clicking a note, it 
ges to an eighth note, even though a quarter note is selected in the palette. 
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’ Notes For instructions on changing the size or shape of musical notes, see “Note size” and 
“Note shapes.” To enter nores into the score, see one of the “Scep-cime music input” entries 
> or “Real-time transcription (HyperScribe).” For instructions on changing the rhythmic r 
values of notes, see “Note values,” and to find our how to move notes from one place to L 
> another, see “Copying music,” “Cross-staff notes,” and “Transposing: by interval” or 
i) posing: 
; “Transposing: changing key.” 3 
For instructions on annotative notes {in che sense of written instructions to che performer, oa 
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(8) OPEN SYMBOLS OPTIMIZING STAVES 





Open symbols The open symbol (0) is a Note Expression, used co indicate am open string ~ 
(pleccrum instruments), an oper hi-hat (percussion parts), an open brass plunger mute, and 
so on. The same symbol is often used to indicate a natural string harmonic (see “Harmon- 
ics”). Lf you’ve loaded a Note Expression library into your file, you don’t have to create the 


symbol. 


To PLACE AN OPEN SYMBOL ON A NOTE 

* Click the Note Expression Tool [3] . 

© Click on, above, or below the note. The Note Expression Selection box appears. 

« If you see the open symbol im the selection box, double-click it. You return to the score, 
and the symbol is arrached to the note. : 

* If you don’t see the open symbol in the selection box, click Creare. The Note Expression 
Definition box appears. 

¢ Type the lerter O. In the Petrucci music font, lower-case O is che open symbol. 

* Click OK or Select in each dialog box to return to the score. 


To MOVE OR DELETE AN OPEN SYMBOL 
© Click che Note Expression Tool &]. 
* [f the symbol’s handle isn’t visible, click the aote to which it was attached. 


¢ Drag the handle to move the symbol. Select it and press the arrow keys to “nudge” ic for 
fine positioning. Select it and press Delete to remove ir, [f you delere the symbol and it 
still appears to be on the screen, choose Redraw Screen from the View menu. 


“~_ ee &e © &£& & & & HS wo ww ww 


To COPY OPEN SYMBOLS (AND OTHER ARTICULATIONS) 
See “Expressions: Note Expressions—To copy Note Expressions.” 


Opera See “Annotative text,” “Lyrics,” “Optimizing staves,” “Vocal music—To beam 
according to lyric syllables.” 


Optimizing staves In published full scores, it’s customary to ormit from a system any staves 
consisting entirely of cests, which results ina more compact and readable score. In Finale, 
this process of suppressing the printing of empty staves within each system is called 

= optimizing staves. 
Opdimizing staves in Finale has another important benefit: it permics staves to be inde- 
dently movable in Page View. Under normal circumstances, you cam only move,’ 
respace, of rearrange staves in Scroll View using the New Staff Tool (which normally does 
nothing ar all in Page View). [f you have optimized a syscem, you'll find chat the New Staff 
Tool works in Page View also, letting you vary the positioning and spacing of staves as 
they'll appear on the princed page. You can even regroup and rebracker them. 
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To OPTIMIZE ALL (OR SPECIFIED) STAVES 

* Click the Page Layout Too! @] . The Page Layout menu appears and Finale switches to 
Page View, if it’s not already there. : 

* Choose Optimize Seaves from the Page Layout menu. A box appears, letting you specify 
the range of systems to be optimized. If you only wane co opamize some of the systems, 
enter their numbers in the From and To boxes. If you don’t change the default numbers 
in che boxes (From 1, To 0), Finale will optimize all staves. 


- 


-— + © 
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* Click OK. When Finale’s done, look ar the staves in Page View. You'll see that every staff 
remaining in each system has music on it, because the empty staves have been hidden. 
Finale has locked in this staff configuration. Lf you rerun to Scroll View, for example, 
and add some music to a staff in a system that no longer appears in Page View (because 
it’s been optimized), the staff won’t reappear. [f you want co edie, reformat, enlarge, or 
reduce your music, remove optimization before you do ir, and reapply optimization when 
you're finished, For this reason, it’s best to make oprimization the last thing you do 
before printing, after the piece has been formatted, proofread, and given its final layout. 


TO REMOVE STAFF OPTIMIZATION FROM ALL (OR SPECIFIED) STAVES 


pembleiiey 

© Click the Page Layour Tool |S! . The Page Layout menu appears and Finale switches ro 
Page View, if it’s not already chere. 

Choose Optimize Staves from the Page Layout menu. A box appears, lettingsyou specify 
the range of systems to be affected. (If you don’t know a certain system's mumber, click 
Cancel in this dialog box, and click the music. The Page Layour window appears. Click 
Scaff Systems to see the numbered systems.) Choose Optimize Staves from the Page 
Layout menu again if you only want to remove optimization from some of the systems. 
Encer cheir numbers in the From and To boxes. If you leave the default aumbers in the 
boxes (From 1, To 0), Finale will remove optimization from ail staves. 


© Click Remove Staff Optimization. Click OK. 


To OPTIMIZE A SINGLE SYSTEM, STAFF BY STAFF 


If you only want to remove some blank staves from a system, you can use this method, in 
which Finale will ask you to confirm the removal of each staff. 


© Click the Page Layout Tool @l. The Page Layour menu appears and Finale switches co 
Page View, if it’s noe already there. 

© Click the music. The Page Layour window appears. 

© Click Seaff Systems. A representation of each system appears, outlined by a domed line. 

© Click the upper-left handle of the system you want to optimize. Click Opcimized. Finale 
announces that ir’s about to begin optimizing. 

* Click Yes. Finale now wants to know whether you want it to fully optimize the system 
automatically, or if you want to be asked whether or nor it should remove each staff 
within the selected system. 

Click Yes or No. If you click Yes, a dialog box will appear for cach empty staff in the 
system, asking you whether it should be removed. If you click No (you dov’t want co be 

- asked individually about each empty staff), Finale optimizes the entire system. Clicking 
No is the same as using the Optimize Scaves menu command for the specified system (see 
“To optimize all (or specified] staves,” above). 

e When you’re finished, click OK. You renurn to the score. To remove optimization from a 
single system, click the music to enter the Page Layout window, and click staff systems. 
You'll notice thar the Optimized box is selected for any system you optimized. Click 
Optimized again to rescore the hidden staves. 





Ossia An ossia passage is an alternative phrase, often placed in a reduced-size measure above the 
primary measure in the score. An ossia measure often provides an explication of a trill, 
proposes a cadenza, or suggests an easier alternative to the “real” measure. 


In Finale, such an annotative measure is called Arbitrary Music, and it’s created with the 
Acbicrary Music Tool. Because such a measure isn’t part of any staff or system, and can be 
dragged freely around the page, it’s also useful for notating cutout scores, or for adding 
musical examples. (Arbitrary Music doesn’t play back, it’s purely graphic.) 
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There are two kinds of Arbitrary Music. Measure-assigned Arbitrary Music (which you 
create in Scroll View) remains attached to irs measure in the score, even if that measure’s 
position in the score changes. Page-assigned Arbitrary Music (which you create in Page 
View) cemains fixed to a given spor on the page, regardless of any repositioning of the 
music around it. 


To CREATE A FLOATING MEASURE (ARSITRARY Music) 

A floating measure must be based on a “real” measure. For most purposes youll need to 
create a “scratch sraff” on which to nocare the actual contents of the Arbitrary Music. 
Before you print, you can delete the scrarch staff. 

For easy editing, you might assign che scrarch staff to a Scaff Template (see “Hiding 
staves” for full instructions). Once it’s been assigned to a Seaff Template, you can delete 
it from the full-score view, while still keeping it available in the Scaff Template in case 
you need co edit ic. , 

© Choose Scroll View from the View menu, if Finale is not already there. 

* Click the New Staff Tool (Ml, and double-click the place where you want the scratch 
staff to appear. A new staff appears where you double-click. 

In the scratch staff, enter the music you want to appear in the foating measure. 

* Click the Arbitrary Music Tool @! . Seay in Scroll View if you want the floating measure 
actached to a “real” measure. Switch ro Page View if you want the measure fixed to a 
given spot on the page. 

* Double-click the measure (Scroll View) or spot on the page (Page View) to which you 
want to attach the floating measure. The Arbicrary Music Designer box appears. 

¢ Enter the number of the Source Scaff and Source Measure. The Source Scaff is the scratch 
staff, and the Source Measure is the measure in which you entered the music. (If you . 
don’t know a staffs number, click irs handle with the Staff Arcributes Tool. The title of 
the window that appears tells you the staff number.) [f you want to specify a clef other 
chan che default treble clef, click *Clef*. To set a key or time signature, click Key or 
Time. You can change the ending barline, too, by clicking one of the barline types. 

© Specify the reduction value by entering a number in the Display Percentage box. 
Generally, reduction values of 50% to 85% (of full size) look good. If there are elements 
of the scratch staff you don’t want included in the floating measure, click the appropriate 
boxes in the Don’t Draw section. You can also specify various positioning aspects of the 
floating measure, such as the Top or Left Margin. For full descriptions of these elements, 
see “Arbicrary Music Designer dialog box” in Finale Reference. 

* Click OK. The Arbitrary Music (Page or Measure) Assignment box appears. If you wish, 
specify horizontal and vertical coordinates for the measure (in EVPUs, of which there are 
288 per inch). If Finale is noc in Page View you can also specify the barline-to-barline 
width of che floating measure (again, in EVPUs). 

© Click OK. You rerum to the score, and the Arbicrary Music is in place. If you're in Page 
View, you can drag the Arbitrary Music handle immediately to position the measure. In 
Scroll View, you have to click che “real” measure to which you artached it. A handle 
appears on the floating measure, allowing you to drag ir into position. 


To MOVE, EDIT, OR DELETE A FLOATING MEASURE 


To edie the musical contents of the floating measure, simply edit the measure on the 
“scratch staff” from which it was created. (If you assigned the scratch staff to'a Staff 
Template and then deleted it from the full score view, as suggested above, switch to the 


Seaff Template.) 
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« Enter the view (Scroll or Page) in which the Arbitrary Music was created. If you can’t 
remember, here’s a test. Is the Arbitrary Music visible in Scroll View? If nor, it’s page- 
assigned. In Page View, does the measure’s handle appear as soon as you click the 
Arbitrary Music Tool? If nor, it’s measure-assigned. 

* Click the Arbitrary Music Tool Mi . If the floating measure was page-assigned, its 
handle appears. If ic was measure-assigned, click the measure to which ic was originally 
attached. A handle appears on the floating measure. 

* Double-click the handle to change the Arbitrary Music Designer settings (clef, Percentage 
reduction, and so on). Shift-double-click the handle to change the Assignment variables 
(X and Y Offsets and measure width). 

© Drag the handle to move the floating measure. Click the handle and then press Delete to. 
remove it. ‘ . 
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Ottava (8va) See “8va/8vb.” 


Ottava Bassa (Svb) See “8va/8vb.” 
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Page layout Many instructions for secting the page layout for your files appear under their 
own entries. See “Distances,” “Margins (page),” “Page size,” and “Measures—To widen, 
narrow, or specify the widths of many measures.” For instructions on arranging measures . 
within the score (setting the number of measures per line, moving a measure to another 
system, etc.), see “Measure layout.” For details on princing large scores that require taping 
several pages together into composite pages, see “Tiling pages.” 

The inicial layout of any file’s pages is determined by the settings in the Formar Variables 
dialog box (Special menu). In this box, you can specify dozens of page layout measure- 
ments (see “Discances”). The numbers you enter here are in EVPUs, of which there are 288 
per inch. Changes you make ro the page layout in the Format Variables dialog box, don’t 
immediately affect existing pages-—only pages yet to be created. If you want the changes 
applied to existing pages as well, choose Redefine All Pages from the Page Layout menu 
(which appears when the Page Layout Tool is selected). 


An easier way to make formatring changes is to use the Page Layout window. See “To 
change the page layout (Page Layout window),” below. 


Acommon use of Finale’s page layout tools is to specify bow much music should fit on a 
page-~how many bars per line, how many systems on a page, and so on. It’s importanc to 
realize that there are four elements affecting the amount of music on a page. First, look at 
the distance between staves in each system. If you decrease the cocal heighe of the system 
(by clicking the New Scarf Tool ‘Sl and dragging the staves closer to each other), more 
systems fic on the page. 


Second, you can adjust the distance between systems. If you're trying to fic another system 
onto a page, the simplest solution is co slightly decrease the space between all systems, so 
thac the cumulative effect is to create just enough room for another system to appear on 
each page (see che cwo subentries for “To change the distance berween systems,” below). 
The third factor affecting the amount of music that firs on the page is the amount of 
reduction you've applied to che music on a page—you may find chat a reduction of even a 
percentage point or two is just enough to fic another measure per line, or another system 
per page (see “Reducing/Enlarging”). Finally, don’t forget that you control the “tighmess” 
of the spacing of the music itself, with Mass Mover Metacool 3, in conjunction with an 
Allocmene (spacing) Library (see “Allorments”). The tighter the music is, the more measures 
ona line, hence more music on the page. 


To CHANGE THE DISTANCE BETWEEN SYSTEMS (QUICK METHOD) 
The distance berween systems (in Page View and in printouts) is determined by the 
distance berween the top of the music in Scroll View and the top of che window. 

¢ Choose Scroll View from the View menu if Finale’s not already there. 

» Click the New Staff Tool @ - 

© Choose Select All from the Edit menu. All staff handles are highlighted. 


* To increase the distance between systems, drag any handle downward. To decrease the 
distance between systems, drag any handle upward. Keep in mind that the umber of 
systems that fit on a page is also determined by this distance you're now setting (as well 


as by the percentage reduction). 
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SCROLL VIEW PRINTED PAGE 














The distance between the top staff and the top of the window in Scroll View (x) sats the distance between 
systems in Page View (and on the printouts). The smailer nis distance, the mora lines at music will fit on 
the page. 


To CHANGE THE DISTANCE BETWEEN SYSTEMS (PAGE Layour METHOD) 

The advantage of the “quick method” (above) is thar you can both increase and decrease 
the distance between systems. Here’s an alternate method, useful primarily for increasing 
this distance. 

© Click the Page Layout Tool (I. Finale switches to Page View, if ir’s noc already there. 

© Click any page. The Page Layout window appears. 

© Click Seaff Systems. A dorted-line representation of each system appears. 

* Choose Global Adjustment from the Page Layout menu, if it doesn’t already display a 
check mark. In other words, you want the change you’re abour to make (to a single 
system) to affect every system in the piece. 

° Drag the lower-right handle of any system upward or downward. You’ve just changed 
the amount of space below every system: in the piece. In so doing, you may also have 
increased or decreased the number of systems that fir on a page. 

Finale initially won’t ler you drag a system so that it overlaps the system above it. If you 
really want to create this clucrered effect, curn off Avoid Margin Collisions by choosing ir 
from the Page Layout menu, so that a check mark no longer appears. 


To CHANGE THE PAGE MARGINS 
See “Margins (page).” 
If you find that brackers and staff names are being “chopped off” in your printouts, you 
may not need to change the file’s page margins at all. Instead, adjust che printing margins 
by choosing Printer Serup from the File menu. Depending on the printer you are using, 
you may have co click Options or make other settings through this dialog box. Consult 
the Microsoft Windows User’s Guide for more information. 
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To SET THE PAGE SIZE 
See “Page size.” 


To CHANGE THE PAGE LAYouT (PAGE LAYOUT WINDOW) 

* Click the Page Layout Tool Gl. Finale switches to Page View, if it’s noc already there. 

* Click the page you want to change. If you want to change che page layout of all pages ar 
once, it doesn’t matter which page you click. In any case, you enter the Page Layout 
window. 

« If you want your changes to affect all pages, choose Global Adjustment from the Page 
Layout mena. If you don’t,-you'll be editing only the displayed page. (Even with Global 
Adjustment selected, the changes you make in this window don’t affect che numbers in 
the Format Variables box [the “master” page layout definition box]. A check mark is 
displayed in che Page Layout menu when Global Adjustment is selected.) 

* If you want to change the page size, click Page Size. Drag the handle in the upper-right 
comer of the “mockup.” As you drag the handle, you change the page size, and the 
values in the number boxes (in the upper-cight corner of the window) change. You can 
also enter EVPU values (288 per inch) directly into these boxes. To see their effect on the 
“mockup,” click anywhere in the “mockup” area of the window. The number boxes 
control the page size, as shown in the figure below. 

If you're not happy with your changes, click Defaule co restore the page co its original 
size and shape. (The Default burton simply restores the page to the dimensions specified 
in the Format Variables box in the Special menu.) 

* If you want to change the page margins, click Page Margins, and drag the handles. A 
dotted line appears inside the page outline, representing the page margins. Again, as you 
drag a handle, the values in the number boxes (in the upper-right corner of the window) 
change. You can also enter EVPU values directly inco these boxes. The number boxes 


control the page margins as follows: 


Page Margins 





Page Size als 
{ 
1 





* ad 
’ 
The dimensions of a Finale page are measured in EVPUs (288 per inch) from the boitarieft comer, __ 
{ d therefore, sha Lait and Bottom coordinates are usually zero, The Page Margin measurements are the 
t distances between each margin and the edge of the page. The defauit page margins are half an inch. 
. ’ 


As before, click Default to undo any changes. (See also “Margins (page].”) 


. 
i 


, ¢ If you want to indent, resize, or respace a system, click Staff Systems. Each system 

r) appears outlined by a dotted line. To indenc a system, drag its upper-left handle. To 
move a system (and subsequent systems) up or down on the page, drag the handle up or 

) down. Don't drag staff systems one by one as a method of changing the global distance 
between systems. Instead, see the two subencries for “To change the distance berween 

) systems,” above. Uniess you turn off Avoid Margin Collisions in the Page Layout menu, 

’ 

\] 





Finale won't let you drag a system on top of another one. 
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Instead of dragging, you can enter EVPU values directly into che number boxes. These 
boxes control the system margins as follows: 





The system margins are the distances between each edge of the system and the page margin (on the nght or 
Jett) or the next system (above or below). Usually the Top, Laft, and Aight system margins are zero, because 
each system neatly abuts the page margins (or the system above it). The bottom system margin—the small 
amount of space between the bottom of one system and the beginning of the next—dataults to -200 (about 3/4 
inch), In the figure above, ail of these default values have been changed to illustrate their effacts on your page 
layout. 

When you’re viewing Scaff Systems, you'll notice a boldface number on each system, and 
another ar che bottom of the page. The aumbers on the systems themselves are simply the 
system numbers, which identify each system so that you'll be aware if the system layour 
has shifted. 

The number at che bottom of the screen represents the amount of additional space re- 
quired to fir the next system onto the page, in EVPUs. In other words, if chis number is 
288, you need to create one more inch of space on the current page co allow room for the 
first syscem on the next page to be “pulled onto” the current page. To restore any syscem 
to its original shape and position, click its handle, then click Default. 

* To edit another page, click Prey or Next. You can click Show Music any time you want 
to see: the actual music, greatly reduced, for a rough idea of how your changes are affect- 
ing the score. (You must click Show Music again before resuming the page resizing). 

In the Page Layout window, as with any Finale view, any changes you make to page size, 
system width, or margin width will affect the measure lsyout, which may result in 
strange measure spacing uncil you recalculate the measure layout. 

© Choose Recale Music from the Page Layout menu. 

Click OK to exit the Page Layout window. 


TO CHANGE THE DEFAULT PAGE LAYOUT (FORMAT VARIABLES BOX) 
See “Distances,” “Margins (page).” 
The changes you’ll be making in these instructions establish the page layout for pages yet 
to be created. To apply them to existing pages, see the last cwo steps. 

® Click the Page Layout Tool [2 . Finale switches to Page View, if it’s not already there. 

* Choose Format from the Special menu. The Format Variables box appears. 

¢ Enter new values in the text boxes. Margin values are measured in EVPUs, of which there 
are 288 per inch. In all of these measurements, the number in the text box is positive if 
the element in question is above or to the right of the origin point, and negative if it’s 
below or to the left of the origin point. (The “origin point” is the lower-left comer for 
the Page Boundary (page size) boxes, the edge of the page for Page Margin measure- 
ments, and the margins of the page for the System Margin measurements.) 
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’ 
) 
’ The Page Size numbers specify the distances of the four corners of the page from the 
bottom-left corner. (The Bottom and Left values are zero, because they are the bottom- 
} lefr corner.) 
The Page Boundary (page size) numbers are the distances from the edge of the page. If 
, the page size changes, the margins remain constant in relation co the edge of the page. 


The four boxes are: Top margin, Left margin, Right margin, Bottom margin. 
The System Margin numbers define the placement and shape of the individual systems. 
The Right and Lefr margins are the distances from the edge of the system to the right and 
left page margins, respectively (both are usually zero). The Top margin is the distance 
} berween the cop of each system and the bottom of the one above it (usually set to zero). 
The Bottom margin measures the distance berween the bortom of one system and the top 
! of the next. This last measurementr’s default is -200, so thar there’s a small amount of 
extra space between bottom of one system and the top of che nexr. 
* Click OK. The changes you’ve made will affect only new pages added to the piece by 
} Finale, unless you perform one of the following additional steps. 
© To apply the new page layout to one existing page, click the page itself to enter the Page 
! Layout window, click Page Size, Page Margins, or Staff Systems (and select a system’s 
handle), then click Default. 
© To apply the new page layout to all existing pages, choose Redefine All Pages from the 
Page Layout menu, and click OK. 


To APPLY A DIFFERENT PAGE LAYOUT TO SELECTED PAGES 
The fact that there are rwo places to make page layout changes—the Page Layout win- 
dow and the Format Variables dialog box—gives you some extra flexibiliry. Suppose you 
need a score in which right and left facing pages are formatted differently—each has 
different margin requirements. Using this system, you can apply a secondary page layout 
to specified pages. : 

© Create the primary page layout in the usual way. Eicher enter numbers into the Format 
Variables dialog box (Special menu) and then choose Redefine All Pages from the Page 
Layout menu, or see “To change the page layour (Page Layout window),” above. Make 
sure you’ve cumed on Global Adjustment (Page Layout menu) so that your changes affect 
all pages. 

* Choose Formar from the Special menu. The Formar Variables dialog box appears. 

Enter the numbers that define the secondary page layout. For help in interpreting the 
various measurement boxes in this dialog box, see “Distances.” All values are in EVPUs 
(288 per inch). Any measurements up or to the right are positive numbers. Measurements 
down or to the left are negative. 

* Click OK. 

© Click the Page Layout Tool (BI). Finale switches to Page View, if it’s not already there. 

* Click che first of the pages you want to change. You enter the Page Layout window. 

* Specify the element to which you want to apply the new formatting (Page Size, Page 
Margins, or Staff Systems). If you click Seaff Systems, click the handle of the system to 
which you want the new formatting applied. 

* Click Default. The defaule button applies the numbers from the Format Variables box to 
the selected page layouc element, one page at a time. Using the Prev and Next. buttons, 
move co any other pages you want to change, and click Default again for each. 

¢ When you’re finished, click OK. As always, choose Recale Music from the Edit menu. 
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Page numbers To adda page number, use the Header/Footer Tool in Page View. 


To ADD A PAGE NUMBER 

* Click the Header/Footer Tool Gl. Finale switches to Page View, if it’s not already 
there. 

¢ Double-click the page. The Header/Footer Designer appears. (If you want the credit to 
appear at the bottom of the page, click Footer.) ; 

* Click one of the incidence options, and your choice of Justification. The three Justifica- 
tion options are Left (the header is flush with the left margin, with a handle on irs lefr 
end), Right (flush with the right margin, handle on che right end), or Centered (centered 
between che margins, handle centered). 

The incidence options include All Pages, Only the Even Pages, and so on. If the music 
will ultimately be bound like a book (instead of accordion-style), you may want to create 
two or even three different page number header/footers: one co appear on page 1 (asa 
centered footer), another to appear at the top of even pages (a left-justified header), and 
another to appear at the top of odd pages (a right-justified header). 

© Type the text for the number in the text box, substicating a number sign (#) for the digit 
itself. You produce the # sign by cyping Shift-3. You cam combine the page number with 
other text. For example, you could type “Page #,” *ACT ONE PAGE #,” the title of the 
piece plus “p. #,” or just che number sign by irself. If you’ve broken your piece into 
several separate files, Finale cam adjust the page numbering accordingly. In the Replace 
Number Sign wich Page Number Added co the Page Offser box, enter che number of 
pages preceding this file. 

© Click Set Font, and choose a fone and style for the header. Click OK. 

* Click OK to rerum to the score. 


To MOVE OR DELETE A HEADER OR FOOTER 

* Click the Header/Footer Tool Gl, if it’s nor already selected. A handle appears on every 
header or foorer. ; 

© Drag the header or footer’s handle to move it. Select the handle and press Delete to © / ‘ 
remove it, + f 

ft 


Page Size There are two places in Finale where you can set the page size: the Formac Variables. 
dialog box (Special menu) or the Page Layout window. A “page” in Finale cap be as hugs # 
= or as tiny as vou nagine—but bear in mind thar some printers are limited in the sizes 
of paper they can handle. If you plan to print on any size paper larger chan 8x by 11 inches, 
see “Printing” for special inseructions. For other instructions on mixing and matching page 
size layouts, and a more complete discussion of page layout, see “Page layout.” 


TO SET THE PAGE SIZE FOR ALL PAGES (PAGE Layout WINDOW) 

* Click the Page Layout Tool [9 . Finale switches to Page View, if it’s not already there. 

© Click the page you want to change. If you want to change the page layout of all pages at 
once, it doesn’t matter which page you click. In any case, you enter the Page Layout 
window. 

* If you want your changes to affect all pages, choose Global Adjustment from the Page 
Layout menu. If you don’t, you'll be editing only the displayed page. 

Drag the handle in the upper-right corner of the mockup to change the page size. As you 
drag the handle, che values in the number boxes (in the upper-right comer of the win- 
dow) change. If you’ve resized the page to the extent that it doesn’t fit in the window, 
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drag the mouse anywhere in the window to reposition the mockup. You can also enter 
EVPU values (288 per inch) directly into che number boxes. To see their effect, click 
anywhere in the mockup area of the window. The number boxes control the page size as 


follows: 
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The dimensions of a Finale page are measured in EVPUs (288 per inch) trom the bottom-lett comer; therstore, 
the Laft and Bottom coordinates are usually Zero, You can change the page ‘size He neal tha handle 
at the upper-right comer of the page or by entering new numbers in the taxt boxas (right). 
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If you’re noc happy with your changes, click Default to restore the page to its original 
size and shape. (The Default burton simply restores the page to the dimensions specified 
in the Format Variables box in the Special menu.) 

* To edie another page, click Prev or Next. You can click Show Music any time you want © 
to see the actual music, greatly reduced, for a rough idea of how your changes are 
affecting the score. (You must click Show Music again before resuming the page 
resizing). 

* Choose Recalc Music from the Page Layout menu. 

© Click OK to exit the Page Layout window. 


-_ + ~~ = 
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To CHANGE THE PAGE SIZE (FORMAT VARIABLES BOX) 
See “Page layour—To change the default page layout (Format Variables box).” 


- & 


Page turns A number of tools are at your disposal for adjusting the layout of your music to 
avoid awkward page urns. To manipuiate individual measures from line co line, see 
“Measure layout.” To manipulate systems from page to page, see below. 


To PUSH A SYSTEM ONTO THE NEXT PAGE 

© Click the Page Layout Tool (SI . Finale switches to Page View, if it’s nor already there. 

* Click the page you want to change. You enter the Page Layour window. 

© Click Seaff Systems. A mockup of the current system layout appears. Each system is 
numbered, and each has a pair of handles (at diagonally opposite comers). In order to 
“push” the last system onto the following page, you're going to enlarge the space beneach 
the system preceding it. 

¢ Drag the lower-right handle of the secortd-to-last system downward. Drag just enough so 
that the last system disappears—it gets pushed onto the next page. If you now want to 
pull ail the remaining systems down a bir to center the systems on the page, drag the 
upper-left handle of the cop system down. All systems on the page move down accord- 
ingly. (Make sure not to drag them so far down chac the new last system vanishes too.) Lf 
you want to undo any of your changes, click the upper-left handle of a system and click 
Default. 

° Click OK. Choose Recalc Music from the Edit menu. 
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To FIT AN ADDITIONAL SYSTEM ONTO EVERY PAGE 
Finale always maximizes che number of systems on a page based on the distance you've 
set between systems, the page reduction, and the page margins. Therefore, there are a 
number of ways co fit an additional system on a page. If the problem is general (there are 
too few systems on every page), see “Page layout —To change the distance between 
systems”. The cumulative effect of slightly decreasing the distance between staves may be 
enough co fit one more system on a page. Similarly, you may try reducing all pages 
slightly co achieve the same effect (see “Reducing/Enlarging”). You probably shouldn’t 
try to to fir another system by widening the page margins though, because the default 
margin (% inch) is already very close to the edges of the pages. 





To FIT AN ADDITIONAL SYSTEM ONTO ONE PAGE a 

© Click the Page Layout Tool Gl. Finale switches to Page View, if ir’s noe already there. 

* Click the page to which you want to add a system. You enter the Page Layout window. 
© Click Staff Systems. A mockup of the current system layout appears. Each system is 
numbered, and each has a pair of handles (at diagonally opposite corners). In order to 
“pull” a system from the following page, you’re going to reduce the space beneath each 
system on ¢his page. 

Drag the lower-right handle of the first system slightly upward. Keep an eye on the 
boldface number just below the mockup of the page. This counter cells you how much 
more space you need ro create before the next system fits on the page. If this step didn’t 
solve the problem, drag the second system’s lower-cight handle slightly upward, too 
(preferably by the same amounc. Watch the number boxes in che upper right corner of 
the screen: they measure how much you're dragging each system, in EVPUs (288 per 
inch). Continue to shrink each system slightly uncil you reduce che counter ar the bortom 
of the window closer and closer to zero. When it hits zero, another system appears on the 
page. 

If, despite all your efforts, it looks like the next system simply won’t fit without overlap- 
ping the existing systems, you'll have to use one of the global system-firting options (see 
“Page layout-—To change the distance between systems”)—or reduce the music (see 
“Reducing/Enlarging”). 

* Click OK. Choose Recale Music from the Edie menu. 
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Page View Page View is one of two Finale views of your music (the other is Scroll View). In 
Page View, you see your music as ir will be printed: laid our in systems, displaying titles 
(and any other headers or footers), and stretching the measures as needed so that each line 
of music is flush with the margins. Because of this stretching effect, music that appears a 
little crowded in Scroll View often looks just right in Page View. a 
Every Finale Tool except the New Staff Tool is fully operational in Page View. In addition, - 
Page View has a few features of its own, accessible fom the View menu. If you choose 
Show Page, Finale will reduce the view of your music just enough to fit the entire page on 
the screen at once, automatically taking into account the size of your screen. You can also 
choose Rows of Pages, which displays all the pages in your piece, laid out side by side in 
rows across the screen. If you set the View resolution to a small enough value (choose View 
at X% from the View menu), you'll be able co see your entire piece at once. You can only 
edit the upper-left page. 

Finally, Page View offers a feature called Display in PostScripe. When you choose this 
command, Finale “princs” che actual PostScripe instructions onto your screen, just as it 
would to a PostScript printer. Excepr for the fact that the screen resolution is much coarser 
than that of a printer, Display in PostScripe provides the most accurate preview possible of 
how your music will look when it’s printed on a PostScripe printer. When you click che oe. 


mouse, the display returns to normal. : 
3, 
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In general, Page View is much slower chan Scroll View. Each time the screen redraws, 
Finale nor only has to draw more music, but must also perform many more calculations (to 
lay out the page, for example). For this reason, do as much of your editing as possible in 
Scroll View. 


If measures are unevenly spaced in Page View, remember that Finale doesn’t constantly 
rebalance the measure layout as you work. In fact, Finale doesn’t recalculate the measure 
widths until you cell it to do so by choosing Recale Music from the Edit menu. This viral 
command reformacs every page, from the one you're viewing to the end of the piece, neatly 
laying out evenly spaced measures and justifying them with che margins. (If you need to 
recalculate the measure layour for the entire piece—as vou should always do before 
printing—choose the command either in Scroll View or on page one of Page View.) 


Parentheses You can place parentheses around an accidenral with a single keystroke (see 
below). You can also place parentheses manually around a nore or a musical passage by 
placing them in the score as Note Expressions. (You can even define parentheses to be Scaff 
Expressions or Score Expressions. See “Expressions: Seaff Expressions” and “Expressions: . 
Score Expressions.”) 
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? TO PLACE PARENTHESES AROUND AN ACCIDENTAL 

) * Click che Speedy Note Entry Tool !, and click che target measure. The editing frame 
appears. 

) ¢ Use the directional arrows to position the insertion bar and crossbar on the notehead 


whose accidental you want to enclose in parentheses. You can also click the mouse on 
’ the desired notehead. 
* Press the P key. Parentheses enclose the accidental. To remove the parentheses, press P 


again. 

) TO PLACE PARENTHESES AROUND A NOTE OR REST 

) You can also use che following technique to enclase musical passages longer than a single 
note. Apply the opening parenthesis co the first note of the passage, and the closing 

) parenthesis to the final nore. 


* Click the Note Expression Tool [31 . 


} - * Click on, above, or below the note. The Note Expression Selection box appears. 

) * If you see the opening parenthesis in rhe selection box, double-click it. You return to the 
score, and the mark is attached to the note. 

, « If you don’t see che opening parenthesis, click Creare. The Note Expression Detinition 
box appears. 


° Type Shift-9, In the Pecrucci music font, Shift-9 is che opening parenthesis. (Shift-zero [0] 
is the closing parenthesis.) Depending on the size of the noce or chord you're enclosing, 
you may wane to enlarge both parentheses by clicking Set Font and entering a higher 
point size. 

* Click OK or Select in each dialog box to return to the score. Repeat the process with the 
closing parenthesis (which you’d attach to the last note of the passage (or to the right of 
che same note, if you only want co enclose a single noce or chord].) : 


To MOVE OR DELETE A Note EXPRESSION PARENTHESIS MARK 


* Click the Note Expression Tool &. 
© If the mark’s handle isn’t visible, click the note to which it was attached. 
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Drag the handle to move the mark, Select it and press the arrow keys to “nudge” it for fine 
positioning. Select ic and press Delete to remove it. If you delete the mark and ir still 
appears to be on the screen, choose Redraw Screen from che View menu. : 


To COPY PARENTHESES (AND OTHER ARTICULATIONS) 
See “Expressions: Note Expressions—To copy Note Expressions.” 


Part extraction See “Excracting parts.” 


Pasting For information on copying and pasting music from one place to another (including 
from one file to another), see “Copying music.” If you want to insert some music in between 
two existing measures, see “Inserting music.” For information on copying and pasting 
individual elements of music (independent of the notes themselves), see the elements’ 
individual entries (“Lyrics,” “Chord symbols,” “Expressions,” “Cue notes,” and so on). 


Patches Finale boch records and plays back the MIDI data that causes a synchesizer to change 
patches (that is, programs or sound sertings) during playback. 
Not every synthesizer begins the numbering of its parches at 1 (some begin numbering at 0). 
Therefore, if you find that che aumbers you enter in the following examples change your 
synthesizer to a patch number that’s off by one, remember co alter numbers accordingly by 
adding or subtracting 1. (If your synthesizer isn't responding to the parch changes, make sure 
that program changes have been activated for those synthesizers having such a control.} 


To SET THE INITIAL PATCH SETTINGS FOR EACH STAFF ~ 
If you find it easier to set a patch for each MIDI channel, instead of each staff, see “To ser 
the initial parch settings for each MIDI channel,” below. 


© Click the Staff Antribures Tool 4. A handle appears on each staff. 

© Click the handle of the first staff to be set. The Staff Artributes box appears. 

© Click Set Ourput. A box appears, letting you specify the Ourput Route, MID{ channel, and 
initial patch setting for the staff. For a discussion of Ourput Routes, see “MIDI channels.” 
For che moment, remember thar each patch setting must have its own unique MIDI i 
channel number (and Oucpur Route number). 

= » Enter the initial patch setting for each element. The number you enter should correspond 

to the patch number as displayed by your synchesizer. You can set a different patch for 
Layers 1 and 2, and for chord symbol playback, provided each also has its own Ourput 
Route and MIDI channel assignment. 

* Click OK. If you want to proceed to the next (or previous) staff to repeat the process, click 
Prev or Next. : 

* Click OK. Finale won't rransmit these parch-change commands to the synthesizer, unless 
you instruct it to do so. 

* Click the Playback Tool (@) . The Playback menu appears. 

* Choose Playback Options from the Playback menu. A dialog box appears. 


* Click Send Patches Before Play. Click OK. 


To SET THE INITIAL PATCH SETTINGS FOR EACH MIDI CHANNEL . 
The steps below show you how to establish an initial patch serting for each MIDI channel. 
The settings you’re making are precisely che same as the ones you made in “To set the 
initial patch sectings for each staff,” above, excepe chat you can set the initial patch sertings 
for all MIDI channels ar once with this method instead of one staff at a time. 
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* Click the Playback Tool @! . The Playback menu appears. 

¢ Choose Initial Patches from the Playback menu. A dialog box appears. 

« Enter the patch aumber for MIDI channel 1. [f you want to send the patch change now, 

click Send. Finale responds by transmitting the patch change to che synthesizer (over the 
appropriate MIDI channel) and playing a five-note scale so thar you can hear the new 
patch. 
If you want co continue assigning initial patches, click Next co advance the MIDI channel 
display. Enter a patch number. Repeat the process with any other MIDI channels (up to 
64, if you’re using multiple ports). 

* Click OK. ‘ 


To SET UP A PATCH CHANGE ON PLAYBACK 
These instructions tell you how to create an expression marking that produces a patch 
change during playback (such as “To strings”). 

© Click the Scaff Expression Tool Fi. 

* Click on, above, or below the note at which you want the patch to change. The Staff 
Expression Selection box appears. 

¢ If you’ve previously created the patch change marking, double-click it, and click OK. The 
expression appears in the score, where you can adjust its position. 

¢ If the marking doesn’t appear in the list, click Create. The Text Expression Designer 
appears. 

* Type a patch change indication (“To Serings,” for example). You can label che parch 
change any way you like, or you can leave the text box empry (if you want no graphic 
marking at all). . 

* Click Playback. The Playback Definition dialog box appears. 

Click MIDI Patch, and enter the patch number in the Set To Value box. 

* Click OK or Select in each dialog box to rerurn to the score. If you begin playback ara 
point in the score after the patch change indication, Finale won’ “know about” the 
patch change, and you'll hear the staff play back using che initial patch. 

You can, however, tell Finale co “chase” the patch changes up to the point where you're 
beginning playback. That is, Finale will quickly scan the piece all che way from the first 
measure, noting (and rransmitring to your synthesizer) any patch changes along the way 
(as well as volume and tempo changes), so that playback always begins using the current 
patch, See “To ‘chase’ patch changes before playback,” below. 


To MOVE OR DELETE THE PATCH CHANGE MARKING 

* Click the Scaff Expression Tool {1 , 

© Click the note to which the mark was attached. Its handle appears. 

¢ Drag the handle to move the mark. Select the handle and press Delete to remove it. 


To “CHASE” PATCH CHANGES BEFORE PLAYBACK 


* Click the Playback Tool (9! . The Playback menu appears. 

« Choose Playback Options from the Playback menu. The Playback Options dialog box 
appears. 

* Select “Fetch Expression Settings.” Click OK. When you click a measure in che middle of 
a piece to begin playback, Finale will cake a moment to scan your piece and “chase” any 
Staff Expression patch-change markings that occur earlier in the piece up to the measure 
you clicked. In so doing, Finale can keep crack of any patch changes it encounters along 
the way, so thar playback always begins with the correct current patch. 
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« 
Pedaling A pedal marking involves two separate symbols—one where the pedal is to be Cc 
depressed (Sa), and another where it’s to be released (#). You can also use a dorted-line. * 
bracket. , € 
There are two ways to create pedaling indications in Finale. If the markings don’t need to Cc 


be functional for MIDI playback, the easiest method is to place them in the score as Note 
Expressions. If you want to create graphic and functional pedal markings, create them with 
the Seaff Expression Tool. ; 


TO CREATE THE 22 (PEDAL DOWN) AND # (PEDAL UP) MARKINGS (NoTE 

EXPRESSION METHOD) 

© Click the Note Expression Tool [3]. : 

* Click on, above, or below the first note of the pedaled passage. The Nore Expression 
Selection box appears. : 

* If you see the Za marking in the selection box, double-click ic. You return to the score, 
and the marking is artached to the note you clicked, 

* If you don’t see the && marking in the selection box, click Create. The Note Expression 
Definition box appears. 

* Type ALT0161. In the Petrucci music fone, ALTO161 is the Za marking. 

* Click OK or Select in each dialog box to return to the score. 

* Click on, above, or below the last note of the pedaled passage. The Nore Expression 
Selection box appears. 

* If you see the # marking in the selection box, double-click ie. You return to the score, and 
che marking is attached to the nore you clicked. 

* If you don’t see the # marking in the selection box, click Create. The Nore Expression 
Definition box appears. 

° Type Shift-8, In che Petrucci music font, Shift-8 is che # marking. 

© Click OK or Select in each dialog box to return to the score. 


To MOVE OR DELETE A Note EXPRESSION PEDAL MARKING 
* Click the Note Expression Tool [3]. 
* If che marking’s handle isn’t visible, click the note to which it was attached. 


© Drag the handle to move the marking. Select it and press the arrow keys to “nudge” it for 
fine positioning. Select it and press Delete to remove it. If you delete the marking and it 
sall appears to be on the screen, choose Redraw Screen from the View menu. 


To CREATE THE Ga (PEDAL DOWN) AND ® (PEDAL UP) MARKINGS (STAFF 

EXPRESSION METHOD) 

* Click the Staff Expression Tool [¥/, 

* Click on, above, or below the note to which you want to artach the marking. The Scaff 
Expression Selection box appears. 

* If you've already created the 2a marking, double-click it, and click OK. The marking 
appears in the score, where you can adjust its position. . 

° If the 2a marking doesn’t appear in the selection box, click Create. The Text Expression 
Designer appears. 

© Click Set Font. Ser the fone to Petrucci 24, and click OK. You return to the Text 


Expression Designer. 
* Type ALT0161. In the Petrucci music font, ALTO161 is the 2a marking. (Shift-8 is the # 


marking.) 
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* Click OK or Select in each dialog box to return to the score. Now click on, above, or 
below the note co which # marking is to be attached. Repeat the steps above with the # 
marking (for which Shift-8 is the Petrucci equivalent). 


To MOVE OR DELETE THE STAFF EXPRESSION “St AND # MARKINGS 

© Click the Staff Expression Tool (vi. , 

© Click the note to which the marking was attached. A handle appears on the marking. 
* Drag the handle to reposition the marking. Select it and press Delete to remove it. 


To DEFINE THE “a AND # StaFF EXPRESSIONS FOR PLAYBACK 

You'll need to define both markings for playback. The 2a marking will send a “pedal 
‘ down” message to your synthesizer. The # marking will send a “pedal up” message. 

¢ Click the Staff Expression Tool (@]. Uf you haven't yer placed che markings in the score, 
click any note. When che palecte appears, click che marking, click Edit, click Playback, 
then skip to the instruction marked by the coda sign. 

Click the note to which the expression was attached. Its handle appears. 

¢ CTRL-Shift-double-click the handle. The Playback Definition dialog box appears. 

@ Click MIDI Controller. In the Set To Value box, type 127. In the Use AuxData 1 text 
box, type 6+. Select the Use AuxData 1 check box. You're defining the sustain pedal 
(controller 6+) to go down (MIDI value 127). 

* Click OK or Select in each dialog box to rerurn to the score. Now you have to create a 
corresponding “pedal up” playback definition. If you haven’r yet placed the # marking in 
the score, click any note. When the palette appears, click the marking, click Edie, click 
Playback, then skip che aext cwo instructions. 

° Click the note to which the # marking was attached, Its handle appears. 

¢ CTRL-Shift-double-click the handle. The Playback Definition box appears. 

* Click MIDI Controller. In the Set To Value box, type 0. In the Use AuxData 1 text box, 
type 64. Select the Use AuxData 1 check box. You're defining che sustain pedal (conrrol- 
ler 64) co go up (MIDI value 0). 

* Click OK or Select in each dialog box to return to the score. 


Percussion clef See “Percussion parts.” 


Percussion parts There are many variations on percussion notation. The most common 
notation for drum set is to nocate hands with stems up and feer with stems down. Cymbals 
(including hi-hat) and ocher wooden or metallic inscruments are nocated with X and 
diamond noteheads, while drums (or any membrane instrument) are norated with normal 
noteheads. Cymbals (including hi-hat cymbals) are notated in the space above the staff, 
snare in the third space (from the bottom), bass drum in the first space, and hi-hat (wich the 
foor) in the space just below the staff. Tom-toms fill in che other lines and spaces (stems 
up). You can use a percussion clef, and even specify che number of scaff lines. 


If there are key changes in a score in which you’ve created special notehead shapes (as 
described below), make sure you read the subentry “To negate key signatures in a percus- 


sion part,” below. 
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To CHANGE THE NUMBER OF STAFF LINES 
° Click the Staff Attributes Tool &4. A handle appears on each staff. 
¢ Click the handle of the percussion staff. The Scaff Arributes window appears. 


© Click Special Staff. The Special Seaff box appears. 

Specify the number of lines in the staff. You can-enter any number berween —12 and 100. 
If you specify a number above 5, extra lines are added to the bortom of the staff. For 
numbers berween 2 and 4, lines are subtracted from the bottom of the staff. If you cype 1, 
the resulrant staff line is che “B line’—che center line of the normal staff. If you type zero, 
no staff lines appear, but Finale draws normal-height barlines (based on the height of a 
normal five-line staff). 

If you're creating a one-line staff, Finale lers you specify which “normal” line or space the 
single line should represent. If you type ~1, for example, che single staff line would be the 


top line of the standard five-line staff. Type -2 to creace a single line corresponding to the 


second line from the top, and so on. 
© Click OK cwice. 


To BEGIN A STAFF WITH THE PERCUSSION CLEF 

* Click the Seaff Arributes Tool E4. A handle appears on each staff. 

* Click the handle of the percussion staff. The Scaff Accributes window appears. 
* Click *Scarting Clef*. The palette of clefs appears. 

* Double-click the percussion clef (bottom left). 


* Click OK. You can also change a staff to the percussion clef at any point by clicking the 
Clef Tool and clicking a measure. See “Clefs” for a more complete discussion. 


To CREATE ALTERNATE NOTEHEAD SHAPES FOR PERCUSSION PARTS 
You can instruct Finale co change the shape of every notehead of a specified value on a 
specified scale degree. Lf the key changes during a piece you've prepared in this way, see 
“To negate key signatures in a percussion part,” below. 

© Choose Floats from the Special ment. A dialog box appears. 

© Click Float Note Shapes. Click OK. 

* Click the Staff Attributes Tool f4. A handle appears on each staff. 

* Click the handle of the target staff. The Scaff Arributes window appears for the staff you 
clicked. You granc permission for changeable note shapes one staff at a time. 

© Click Float Nore Shapes. A scrolling key signature box appears. You can ignore ir, unless 
you’re working with nonlinear key signatures that have more than seven diatonic steps in 
an octave. 

* Click OK. Another box appears. 

© Click the the first notehead shape that you want to change to an alternate shape. The four 
basic note shapes in Finale are the quarter notehead « (also used by eighth, sixteenth, and 
smaller nore values), the half notehead «, the whole notehead 0, and the double whole 
notehead sos. For each note of the scale, you can specify an alternate notehead shape (X, 
diamond, and so on) for each of these four basic shapes. For example, you could specify 
thar every half nore occurring on the second scale degree will appear as a diamond 
notehead. 

© Specify the scale degree for which you want to modify the selected nocehead. To choose 
the scale degree, click the Prev and Next burtons to cycle through the notes of the scale, 
uncil the Diatonic Scep indicator displays the desired step. This Diaconic Step counter 
treats the first note of the scale as cero, not 1. Therefore, a G in the key of C is Diatonic 
Seep 4, nor 5. 

Click *Symbol*. A palette appears, displaying every character in the music font. 
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ant to serve as the alternate notehead shape. You can 
continue this way, using Prev and Next to move through the scale degrees, and clicking 
che desired nocehead shape (quarter, half, whole, or double whole). 

* Click OK twice. You remurn to the score, where the noteheads of the type and scale degree 
you specified have automatically changed to the alternate note shapes you selected. 


« Double-click the symbol you w 


To NEGATE KEY SIGNATURES IN A PERCUSSION PART 
When you create a percussion part in which you've assigned alternate notehead shapes to 
various notes of the scale (as described above), you may discover a problem if the key 
Because Finale associates a notehead shape wich a particular 


changes during the piece. 
scale degree, a note that’s an X aotehead on the G line in one key may have a different 
shape in another key. 


To avoid this problem, Finale provides a special option called Negate Key Signatures. 
When you select chis option for the percussion staff, Finale transposes all notes to the key 
of C, throughout the entire piece (so that no key changes appear in the percussion part). 
The advantage of this feature is that it ensures thar a given scale degree always falls on 
the same line or space of the staff, and chus your notehead shape assignments are 
preserved throughout the piece. For best results, then, follow the steps below before 


entering the nores of che percussion part. 

¢ Click the Staff Arcributes Tool f4 | handle appears on each statf. 

* Click the handle of the percussion staff in which you want key signatures negated. The 
Seatf Artribuces dialog box appears. 

* Click Negate Key Signatures. Click OK. You return to che score, where all nores (if any) 
in the affected staff appear in the key of C, regardless of the key (or key changes) present 
in the other staves of the score. 


Petrucci See “Fonts.” 
Phrase markings See “Slurs.” 


Piano brace See “Brace (Piano brace).” 


Piano reductions See also “Imploding music.” 
Using Finale’s “Implode Music” feature, you can condense che musical material from 


several staves onto a single staff—or, in che case of a piano reduction, onto two stayes. 


If the source staves contain several independent rhythms, Finale will do ics best co sore chem 
out, bur you may still have to do some editing afterward. Implode Music works best when 


the source staves have only one or two independence chythmic patterns. 


To CREATE A PIANO REDUCTION 


+ Click the Mass Mover Tool i. 
‘on co be imploded for the treble-clef staff of the piano reduction. You can 


« Select the regi 
by Shift-clicking or deag-enclosing, or entice staves 


select a region of on-screen measures 
by Shift-clicking to the left of each. 

* Choose Implode Music from the Mass Edit menu. The “Do you want the imploded 
music...” dialog box appears, asking whether che cesultanc reduction should appear on a 
new staff (at the bortom of che score) or whether the music should be imploded onto the 
top existing staff (in which case the currenc contents of hac staff will be replaced). 
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¢ Click New or Top. If you’ve selected al i i 
large amount of music ro be imploded, this 
Process may take time. Any existing Note and Staif ions i i 
a a ‘ 4 an Expressions in the source staves will 
* Repeat the procedure for the bass-clef staff of the pi i i 
Piano reduction. Use the Staff 4 
utes Too! to change the clef for the bass staff (see “Bass clef”), If the resultanc ee 
rehearsal piano parr thar you want to appear at a smaller size, see “Reducing/Enlarging * 
06 u) Te 
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Pickup measure Finale provides several different techniques for creating a pickup measure. 















514) 


TO CREATE A PICKUP MEASURE AT THE BEGINNING OF A PIECE 


The following method creates a pickup measure by creating an “invisible rest” at the 
beginning of the measure. Any notes you enter will be “pushed” to the right of this 
_ invisible resc. (Be sure to follow these steps before entering the notes.) 


i9 








* Choose Format from the Special menu. The Format Variables dialog box appears. 

* Click *Pickup*. A palerte of rhythmic values appears. 

. Click the rhythmic value corresponding to the pickup aote or notes. If che duration of the 
pickup notes is equivalence co a dotted note, click the dor also. 

* Click OK twice, and enter the pickup notes. Finale will still play back che entire 
measure—including the invisible rest before the pickup measure. Lf you need to respace 
the pickup notes, see “To respace pickup notes,” below. 


To CREATE A PICKUP MEASURE WITHIN A PIECE 

* Enter the pickup notes first. For the moment, nocate them ar the beginning of the 
measure, even though they’ll eventually appear at the end. 

* Click the Mirror Tool [i], and click the target measure. A dialog box appears. 

* Specify the duration of the rest preceding the pickup aotes (the “placeholder” value) by 
dicking the appropriare duration button, and entering the appropriate number in the 
“Rest for” text box. Click OK. Another box appears, asking whether the “placeholder” 
should apply to this measure in this staff only, or all staves. 

* Click Only or AIL Whenever the Mirror Tool is selected, any pickup measure displays the 
Mirror icon to help you recognize thac it’s been created with this tool. 


FERN H DOG: 


a 


§ 
¥. 


PM: 


s 


1 


TO RESPACE PICKUP NOTES 
When you originally create a pickup measure, Finale positions the pickup notes accord- 
ing to their natural placement as dictated by the meter (thus creating a wide blank space 
in the left part of the measure). Use the following technique to pull the notes to the left to 
eliminate the empry left portion of the measure. 
For this process to work properly, you should have an Allocmenc Library loaded (see 
“Allounents”). If DEFAULT.MUS is in place, an Allocment Library is already loaded. 


* Click the Mass Mover Tool I. 

While pressing the 4 key, double-click the pickup measure. If you have multiple staves, 
double-click the one with the most notes. Finale respaces the measure on a note-by-note 
{entry specific) basis, according to the wideh assignments in the Allotment Library. peas 
(When you hold down a number key while clicking, you're using a Metatool. You've just €& ; 
used Mass Mover Meratool 4.) x 

* Click the Measure Attributes Tool @ . A handle appears on each barline. 

* Drag the top handle at the end of the pickup measure to decrease the measure width. 

© Click che bottom handle (of the same barline). A “bear chart” appears above the music 
(see “Beat positions”), Each nore in the measure now has two small square handles. The 

_ upper handle represents the note position according to the time signature (before you 
applied Metazool 4), The bottom handle can be used ro move the bear as you desire. 


nip 
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Drag the note handles so that the pickup notes are evenly spaced. [f you press Shift while 
dragging a handle, all handles to its right move simultaneously. 


© Click anywhere on the score to remove the beat chart. 
Pitch bends See “Pitch wheel.” 


Pitch wheel The pitch wheel is a MIDI controller. As you move the wheel (on those synthesiz- 
ers so equipped), che pitch of che entice keyboard shifts up or down by anamounryou 
program on the synthesizer itself. Finale records and plays back pirch bends (the smoothly 
graduated, continuous shift of pitch chat occurs when you use the pitch wheel). You can 
insert Scaff Expressions or Score Expressions whose playback definitions involve che use of 
the pitch wheel. . 

When you record a performance with che Transcription Tool {} , Finale automatically 
records all your pitch wheel dara. You may or may not want this information retained 
(“caprured”) so that you can later hear it applied to the playback of your transcription. 


To RETAIN PITCH WHEEL DATA FOR SCORE PLAYBACK 

¢ Record a performance that includes pitch wheel data with the Transcription Tool a. 
See “Real-cime recording (Transcription Tool)” for instructions on recording a 
performance. 

© Before saving or transcribing the performance, click Caprure MIDI Xpression. Lf Use 
Captured MIDI Expressions is selected in the Playback Oprions dialog box (in the 
Playback menu), you will hear your pitch bends when you play back the transcription. 


To COPY OR ERASE PITCH WHEEL DATA 
See “MIDI—To copy or erase captured MIDI dara.” 


TO CREATE A PITCH BEND (AS A STAFF EXPRESSION) 

The following instructions show you how to create a Seaff Expression that produces a 

smooth pitch bend over the course of one whole noce—from the pitch wheel’s at-resc 

position to its top position and back down again. It’s impossible to predict the precise 

musical effect this will have on your synthesizer, because pitch wheels on differenc 

synthesizers have different incervallic ranges. On some, you can specify this range 

(usually up to an octave or so up or down). 

If you want to learn the process of creating a pitch wheel expression, by all means follow 

this example. You may prefer to load che pitch wheel library chac’s in your LIBRS 

directory, because this library already contains the expression you're about to create. 

Choose Load Library from the File menu. Locate PTCHBEND.LIB (in the LIBRS direc- 

tory), and double-click ir. 

Click the Seaff Expression Tool {3)_ Click on, above, or below the note to which you 

want to attach the marking. The Scatf Expression Selection box appears. If the pitch bend 

expression marking already appears in che list (because you've loaded the Picch Bend 

Library, for example), double-click it and click OK. You return to the score. 

¢ Click Create. The Text Expression Designer appears. Type “Pirch bend” (or whatever 
expression, if any, you wane to appear in the score ar the location of the pitch bend). 
Click Ser Font to change the fone and style. 

* Click Playback. The Playback Definition dialog box appears. 

* Click MIDI Picchwheel, then click Execute Shape. Proceeding through the dialog boxes, 
click as follows: Create, *Shape [D*, Create. You’re now in the Shape Designer. 





e 
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* Click View. Enrer 20 (%) and click OK. When you use the Shape Designer to create a 
pitch bend, the range of pitch wheel values is from 0 (pitch wheel ar the bottom of its 
range) to 16,384 (pitch wheel at the cop of its range). The pitch wheel’s value when it’s 
“ar rest” is 8192. 

Because these values are so large, you’ve just reduced the Shape Designer display so that 
you'll be able to see the entire shape in the window at once. You’re about to design an 
Executable Shape—a shape whose contour governs the effects of the pitch bend. (For 
more on Executable Shapes, see “Expressions: Staff Expressions—To define an 
expression for Playback (Staff or Score Expressions].”) 

« Enter 576 in the X box and 4096 into the Y box. Click the Line Tool ©). You jusc 
drew a steeply upward-sloping line—in this case, the first half of the Executable Shape 
that governs the pitch wheel movement. 

+ Enter 1152 in the X box and 0 into the Y box. Click the Line Tool #1]. You just 
completed the shape. If you look ar the inverted V you've just created, you'll realize that 
this Shape Expression first’ bends the pitch wheel up, then back down to its original 
position. 

* Click OK, then Select. 

« In the Time Scale boxes, enter 1:4. The shape you drew would produce a very slow pitch 
bend. In fact, ic would last for sixteen beats. By entering a 1:4 Time Scale ration, you’ve 
just told Finale to make the pitch bend last only % as long—for the duration of a whole 
note. 

«In the Level Scale boxes, enter 72:1. Remember that a pitch wheel’s actual “all-che-way- 
up” value is 16,384. By multiplying the height of the shape you drew by 72, you’re 
telling Finale to make the pitch bend 72 ames more pronounced, If you didn’t, you 
probably wouldn’t even be able to perceive the pitch bend. 

¢ Click OK or Select in each dialog box to return to the score. Listen to the pitch bend in 
playback and see how ir works. If you want it to be less pronounced, decrease the Level 
Scale (or change the maximum pitch bend interval on your synthesizer). If it lasts too 
long, decrease the Time Scale. . 

If you entered text for the pitch bend expression, click the nore to which it was attached. 
The expression’s handle appears. Drag this handle to move che expression. Click it and 
press Delete co remove it. 





~ Pizzicato The pizzicato marking (pizz.) is a Seaff Expression. If you want to define the pizzi- 
cato marking for playback, you have several options. Lf your synthesizer has a pizzicato 
sound (or patch), you could define the pizz. marking as a patch change (see “Patches”). (If 
you use chis method, you'll also have co create a second Staff Expression—which can be 
invisible—to restore the playback to its original patch.) . 
If you simply want co hear selected notes play back with a staccato sound, see “Staccato.” 


To CREATE THE “PIZZ.” MARKING 

+ Click the Seaff Expression Tooi [#. 

* Click on, above, or below the note to which you want to attach the marking. The Seaff 
Expression Selection box appears. 

« If you see the pizs. marking in the selection box, double-click it, and click OK. The pizz. 
marking appears in the score, where you can adjust its position. 

* If you don’t see the pizz. marking in the selection box, click Create. The Text Expression 
Designer appears. 

« Type pizz. Click Ser Font to change the type style (to italic, for example). 

* Click OK or Select in each dialog box to rerurn to the score. 
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To MOVE OR DELETE THE “PIZZ.” MARKING 


9 « Click the Staff Expression Tool (wi. 
’ ¢ Click the note to which the marking was attached. The marking’s handle appears. 
« Drag the handle to reposition the marking. Select it and press Delete to remove it. 


»- 
] 
’ 
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Plainchant See “Barlines—To hide all barlines (no-barline music),” “Scemless notes.” 


Playback Finale can play your score back over any MIDI channel configuration you can 
devise. See “MIDI channels” to find out how to assign each staff to a MIDI channel. 


? When Finale plays back, ic responds to any musical markings you've placed in the score, 
such as staccato or accent marks, dynamics, and MIDI patch and channel indications. For 
’ details on creating playback-inrelligenct symbols, see “Expressions.” (There are separate 
) entries for Note, Staff, and Score Expressions.) 
ing a live performance with the Transcription Tool (or by 


If you create a score by transcrib 
you have che option of storing captured MIDI data. 


? importing a MIDI sequencer file), 
Captured MIDI data includes all the MIDI information generated during your performance 

’ that makes it unique and “human” sounding: key velocity dara (how hard you struck the 

? keys), MIDI controller information (your use of the sustain pedal, the pitch wheel, and 

other controllers), and “Time Dilation” data—cempo fluctuations including ritards and 

accelerandi. [f you “capeure” this data before transcribing the performance into nocated 


Finale will retain ic even after the performance has been cumed into nocacion, and 


’ 


form, 
will play ic back—nuance for nuance—at any time. If you prefer, however, you can listen 


instead to the “sheet-music” version of your score, as Finale simply ceads the quantized, 
notated version of the piece without any variations in tempo or expression. 
cime performances or use Finale as a notation-based 


If you plan to transcribe your real- 
derstand this distinction berween a playback of the 


“sequencer,” then it’s important to un 
score and a playback using the caprured MIDI daca. A number of Finale functions apply to 


’ 

) 

’ 

> 

? only one kind of playback or the other. 

F) Finally, ic’s important ro realize that the nocared score and the capeured MIDI data aren’t 
complerely independence. Suppose you transcribe a performance with the Transcripnon 

? 

, 

, 

’ 

’ 





Tool and capture the MIDI data. When you play the piece using the capaured MIDI dara, 
= you'll hear ir played wich your original “feel”—volume, tempo, pedaling, and so on. Yet 

you can edit the transcription by changing notes, transposing, adding dynamics or other 

playback expressions—and you'll hear the edited music play back with che captured MIDI 
dara still intact. 


For instructions on capruring performance data, see “Real-time recording (Transcription 


Tool)” and “MIDI Files—To import a MIDI File.” 


To PLAY BACK A SCORE 

* Click the Playback Tool (21. The Playback menu appears. : 

* Click the measure at which you want co begin playback. Click Scart. Immediace Playback 
begins. i 
The behavior of playback is governed by the sertings in the Playback Options dialog box 
(which appears when you choose Playback Options from the Playback menu). 


* Click Stop at anytime to stop playback. 


’ 
’ 
’ 
». 
’ 
’ 
’ 
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To sPECIFY PLAYBACK PARAMETERS 


When you play back your score using the method above, Finale checks the Playback 
Options to obtain certain playback Parameters, as described here. 
* Click the Playback Tool! . The Playback menu appears. 
* Choose Playback Options from the Playback menu. The Playback Options box appears. 
* Select the playback parameters you prefer. Click Fetch Expression Sertings if you want “i 
Finale to quickly scan your piece and “chase” any Seaff Expression or Score Expression | - 
markings that occur earlier in the piece (up to the point you clicked). These might include 
tempo, dynamics, patch changes, and so on. Select this option if you're starting playback 
in the middle of the piece and wane these playback variables to be current (and 
transmitted to your synthesizer) at the playback starting point. If you click New 
Expression Settings instead, Finale will ignore any changes that have-occurred prior to 
this poine in che score, and will begin playing based on the markings available in the 
measure you clicked, 


In this figure, a Score Expression tampo marking has been placed in the third Measure; its playback definition 
is Tampom200, if you begin Playback at the measure marked by the arrow, Finale wil normally use the default 
Playback tempo (96) instead. it you've selected Farch Expression Settings, however, playback will begin with 
the new tempo, because Finale will take a moment ta scan the pieca trom the first measure so that it can take 
any tampa changes into account. 


Select Init Repeats if you want any repeat barlines (or text repeats) to be “ser to zero” 

cach time you begin playback again. If you don’t specify Init Repeats, Finale will remem- 

ber how many times each repeat has been “activated,” If you're proofreading a score by 
playing 2 section at a time, you probably won’t want to select this option, so that Finale 
will “remember its place” as you play each section. 

Next, specify any captured MIDI data you want incorporated in the playback. Capeared 
MIDI dara is captured from a real-time performance in the Transcription Tool (or 
imported in a standard MIDI file from another Sequencer), Select Use Captured Perform- 
ance if you want the playback to incorporate the key velocity (volume) information and 
Sart and Scop Time data (tiny beat-by-bear tempo fluctuations such as rolled chords and 
swing) from che original performance. Select Use Capcured MIDI Expressions if you 
want the playback to use the pedaling, pitch wheel, aftertouch, and other MIDI control: © 
ler information from the original performance. Finally, select Auto Seart Time Dilation if 
you want the tempo fluctuations from the Original performance—including accelerandi, 
ritards, and so on—used during playback. : 
Click Send Patches Before Play if you want Finale to send inidal patch settings to your 
synthesizers before beginning the playback. The initial patch settings are determined by 
the Initial Patches dialog box (Playback menu). You can also specify initial patch settings 
for each staff individually. Click the Seaff Actributes Tool, click the staff's handle, then 
click Ser Ourpurt. See “Patches” and “MIDI channels.” 


Finally, click Play All Staves if you want Finale co play all staves, even those you’ve 
hidden. Click Play Visible Saves if you don’t want the hidden staves to play back. (You 
can hide staves by creating configurations of staves called Scaff Templates. See “Hiding 
staves” for step-by-step instructions.) ; : 


® Click OK. 
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; To PROGRAM A PLayBack METATOOL 
If you find yourself frequently changing the Playback Options (see “To specify playback 
, parameters,” above), you might want to consider using Playback Metatools. A Playback 
Meratool is a complere set of Playback Options {and a specified range of measures) that’s 
been assigned to a single key on your keyboard. Because a Meratool stores your choice of 
Playback Opcons, you cam switch from one set of options ro another without having to 
make new settings im the Playback Options dialog box. (You might want to program one 
Metarool to play the notated score itself, while another might play back che caprured 
' MIDI data, for example.) And because each Merarool remembers che range of measures 
} ir’s to play, you can use them to play back various predetermined remote parts of your 
score without having to scroll to see them. You can create up to eight sets of Playback 
Options serrings, assigning ohe to each number key (1 through 8). 


© Click the Playback Tool (@]. The Playback menu appears. 


! ° While pressing the CTRL key, press a number (1 to 8). The Playback Range box appears. 
’ * Specify the range of measures to be played when the Metarool is used. Click OK. Now 
the Playback Options box appears. 
J « Specify the playback variables in the Playback Options box. For a derailed discussion of 
; these options, see “To specify playback parameters,” above. 
© Click OK. Repeac the process with the remaining number keys, if you like. To hear a 


playback using the Metatool settings, see “To use a Playback Metatool,” below. 


To usE a Praysack METATOOL 
* Click the Playback Tool (3). The Playback menu appears. 


’ ° While pressing a number key (1 to 8), click the score. Finale plays the music based on the 
) settings you made when you programmed the Meratool (see “To program a Playback 
Mertatool,” above). If you haven’t programmed Meratools of your own, Finale will use irs 


“defaule” (preprogrammed) Playback Metatools, as follows: 

M 1 Predefined sclections from Playback Onsions dialog | 

Ferch Expression Settings, [nic Repeacs 

Fetch Expression Settings, Init Repeacs, Use Caprured Performance 
New Expression Sertings 

New Expression Settings, Inic Repeats 

New Expression Settings, Init Repeats, Use Capoured Performance 







Aru Ne 


Note: All of these preprogrammed Playback Meracools begin playing back with the measure you click. (They 
don’t include selections from the Playback Range dialog box, bur the ones you program may.) 


To “AUDIO SPOT-CHECK” MUSIC 


* Click the Playback Tool [9]. 

¢ While pressing CTRL, drag the cursor across your score. As the cursor strikes each note, 
you hear ic played on your MIDI keyboard. You can drag in any direction, and at any 
speed, and from one staff to another. You might use this technique for checking chord 


voicings, scanning small sections for wrong notes, or just for fun. 


Polyphony See “Multiple voices.” 
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Portrait orientation Under normal circumstances, Finale prints your pages in portrait 
orientation—with the page taller than it is wide. For some scores you may want the page 
turned sideways, in landscape orientation. For instructions on specifying printing 


orientation, see “Printing.” 


lee 
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PostScript See also “Encapsulated PostScript (EPS).” 
PostScript is the page-description language that the computer and some printers use when 
they “speak” to each other. Finale’s printouts look best when generared by a PostScripe 
printer. 
There are a few places in Finale where ics PostScript orientation is evident. For example, in 
the Format Variables dialog box (choose Format from the Special menu), you’ ll see a 
burton called PS Variables. Click chis burton to access a dialog box in which you can 
specify minute measurements for two dozen musical elements: thickness of staff lines, depth 
of beams, and so on. For descriptions of these elements, see “PostScript Variables dialog 
box” in Finale Reference. a 


In Page View, you can choose Display in PostScript from the View menu. When you choose 
this command, Finale “prints” the actual PostScript instructions onto your screen—the 
same instructions it would send to a PostScripe printer. Except for the fact that the screen 
resolution is much coarser than thar of a PostScript printer, Display in PostScripr provides 
the most accurare possible preview of how your music will look when it’s printed. When 
you click the mouse, the display recurns to normal. 


You may also have discovered that Finale’s Shape Designer doesn’t work in quite che same 
way as other graphics programs. That’s because che shapes you create in this mode are 
actual PostScript commands, which prine beautifully and cleanly on a PostScript princer. 


Finally, you may wish to understand how Finale inceracts with PostScript when you print. 
When you choose Print Score from the File menu, Finale performs two steps. First it 
generates a PostScript listing (a coded description of every element on the page, its size and 
position, and so on). Then it downloads (transmits) this code to the PostScript printer, 
which cranslates ir into a printed image. . 

You can break down these two steps into separate procedures by choosing Compile 
PostScript from the File menu. This command tells Finale to perform the first step (creating 
the PostScript listing) without performing the second (downloading it to the printer). You'll 
be asked to name the listing, and ir will be saved on your hard disk. 


Why would you want to create a compiled PostScript listing in this way? There are several 
advantages. First, a file prepared and printed this way takes less total time to prinr than if 


you use. the Print Score command. Second, you can transport the listing file on a disk to 
i i i i i ic Output service) 
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(11 by 17, gp as large as you like). See “Page size” and “Tiling pages.” 
To print this listing (print file), you need a downloading program capable of sending it to 
the printer, just as Finale does automatically when you choose Prine Score. 


When you choose Print Score from che File menu, the first thing Finale must do is to 
download the Petrucci music font (PETRU.PSF) from your FINALE directory. To print a 
PostScript listing, then, you must download the font manually (once again, using a 
downloading program) before you print your listing. 
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Printing Before you print, make sure you’ve installed the printer driver for your printer. Once 
you’ve done thar, you'll have to specify which driver to use by opening the Concrol Panel 
from che Conrrol-menu. (Unless you switch from printer to princer, che Control Panel is 
only needed the first time you print. Thereafter, Windows remembers which printer you 
selected.) Consult your Microsoft Windows User’s Manual and your printer user’s manual 


for complete instructions. 


To PRINT A SCORE 
Portrait orientation is the usual setup—the page is taller than it is wide. Landscape 
orientation is “sideways.” Letter size is 8% by 11 inches. Legal size is 8% by 14 inches. IE 


——~.: 
you're printing on a PostScsipt printer, r, make sure you've 3’ ve installe d an 


check to see thar yo ve used Postscript fonts to create ate all ¢ ext (lyrics, tities, text blocks, 
expression marks). Boe as 
© Choose Printer Setup from the File menu. A dialog box appears. Specify the paper size 
and the orientation. 
Click OK. 
—> * Choose Recalc Music from the Edit menu. If you're in Page View, scroll ro page one 


before choosing Recalc Music. By choosing Recale Music, you're telling Finale co 
ceformar the music so that the measures are spaced properly. 


© Choose Print Score from the File menu. A dialog box appears, letting you specify the 
number of copies and the range of pages to print. If you only want the first page co print, 
click From, and chen type 1 into both the From and To boxes. 

* Click OK. The printer should begin co print momentarily. 

* To cancel printing, click Cancel. Because the computer sends dara to the printer faster 
than the printer can process it, there will be a momentary pause before the computer and 


printer stop printing. 
To PRINT LARGE SCORES BY TAPING SMALLER PAGES TOGETHER 

See “Tiling pages.” 
TO CORRECT END-OF-SYSTEM POSTSCRIPT PRINTOUT PROBLEMS 
If you're using a PostScript printer to print a file containing many key and time signature 
changes within a system, you may notice peculiar spacing of the key or Gime change at the 
end of che line. If that’s the case, do the following: 


* Press CTRL while choosing Recalc Music from the Edit menu. Finale performs a 
“floacing-poinc” recalculation that corrects the printout problem (but may make the 


screen display appear slightly misaligned). 


—-> 


Punch in/Punch out The terms “punch in” and “punch out” are sequencing and record- 
ing terms. They refer to che act of rerecording, in a second pass, only a portion of a per- 
formance you've already recorded. For example, they allow you to rerecord only a flawed 
part of a performance that was otherwise perfect. 

You can punch in and out in Finale’s Transcription window. By clicking the Keyboard Play 
radio button and the Time Tag Record radio burton, you can also rerecord Time Tags for a 
certain passage. For further instructions on the use of the Transcription Tool, see “Real- 
time recording (Transcription Tool).” You can tell Finale to play a “counroff” measure or 
so of music before switching to “record” mode, if you want. 
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To PUNCH IN AND OUT * 

Record your performance im the usual way. Again, see “Real-time recording (Transcrip- 
don Tool)” for complete instructions. 

* Specify the region you want to rerecord. To tell Finale what region you want to rerecord, 
you need to enter the exact starting and stopping times in che In and Our counters (in the 
lower-cight corner of the screen). These indicators specify the starting and ending points ~ 
of the selected region, expressed in hours, minutes, seconds, thousandths of a second. To | 
edit these numbers directly, click the word In or Our, and change the numbers by typing 
new values. - 0+: #6 Wt 
You may find ir easier to select a region by dragging through a section of the display 
area. These counters change automatically to reflect your selection. You can also set 
either indicator by clicking-—click the word In or Out, then click in the display area. 

To locate the places where you want to punch in and out, drag through the keyboard. 
display area of the Transcription window, so that a portion of ic is highlighted. Under the 
word Keyboard, click Play. Click Start to listen to the highlighted music. Repeat the 
process until you’ve located the exact places in the music where you want to punch in 
and out. 

¢ Under the word Keyboard, click Punch In/Out. 

* Choose Set Punch Preroil from the Transcribe menu. You'll probably want Finale to play 
a few seconds of the music just before the spot you want to rerecord, so you can hear the 
desired spor in context and in tempo. The dialog box thac now appears allows you to 
specify how many seconds of the existing music you want Finale to play before switching 
into record mode (at which point you'll begin to play che new music). 

« Enter the aumber of seconds of preroll you want. Click OK. You’re now ready to begin. 

© Click Scart. Finale plays the music preceding the punch-in point for the number of 
seconds you specified, then begins recording your new performance. When Finale reaches 
the point you specified as the punch-out point, it stops recording. 
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Quantizing Quantizing is che computer’s process of rounding off the rhythmic values of the 
notes you played in a performance to the nearest eighth nore (or sixteenth nore, or 
whatever value you specify), to create 2 cleaner, more readable transcription. Because 
Finale’s sense of rhythm is much finer than ours, if it didn’t quantize your performances, 
the resulting transcription would be filled with criple-dorred notes, sixteenth-rests, and 
bizarre tuplets cied together. 

For instructions on quantizing, see the entries pertaining to real-time transcription: “Real- 
time transcription (HyperScribe),” “Real-time recording (Transcription Tool),” “Tuplets,” 
and so on. For an introduction to ché concept of quantization and, in particular, Floaang 
Quantization, see Tutorial 5 in Learning Finale. Finally, for a more technical discussion of 
Floating Quancizacion settings, see Appendix 3 of Finale Reference, the “Real-time 
Transcription Settings Guide.” 


Quarter notes You can enter quarter notes into the score with or without MIDI keyboard 
input. You can also change any existing note into a quarter note. 


a 
> 
9 
? 
] 
¢ 
é 
¢ 
, 
c 
o 
e 
To ADD A QUARTER NOTE (USING MIDI meu) 
’ * Click the Speedy Nore Entry Tool J. The SpeedOptions menu appears. Make sure 
? there’s a check mark beside Use MIDI Keyboard. 
© Click the target measure. The editing frame appears. Position the insertion bar co che 
? right of any existing noces in che measure. 
r * Hold down a key (or keys) on the synthesizer and press the 5 key on the computer 
keyboard. Any pitches you played appear as quarter notes. 
» 
, 
, 
° 
’ 
i] 
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To ADD A QUARTER NOTE (wiTHouT MIDI mpur) 

* Click the Simple Noce Entry Tool [2! . The Simple Nore palette appears. 

© Click the Quarter Nore gi. 

* Click where you want the note to appear in the score. A quarter note appears. 
To CHANGE A NOTE’S DURATION TO A QUARTER NOTE 

® Click the Speedy Note Entry Tool Gl. Click the target measure. The editing frame 


appears. 
¢ Press the right arrow unal the insertion bar is oa the nore whose duration you want to 


change. 
* Press the 5 key. The nore changes to a quarter note. 
Alternative method: Click the Simple Nore Entry Tool GI, click the Quarter Note wl, 


then click che note you want to change. 
Quindicesima (15ma) See “sva/8vb.” 


Quintuplets You can define notes into quintuplet groupings either before or after they’ve 
been pur in the score. You can also input quincuplets in real time using HyperScribe or the 


Transcription Tool. 


To ENTER QUINTUPLETS USING THE SeeEDY Note Entry Toor 
* Click the Speedy Note Entry Tool GBI, then click the target measure. The editing frame 
appears. 
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« Press CTRL-S. In the Speedy Nore Entry mode, you tell Finale chat you’re about to enter a 
tuplet by pressing CTRL and the number key corresponding to the type of tuplet you want 
(3 for triplet, 7 for septupler, and so on). A 5 appears in the upper right corner of the 
editing frame, lerting you know that Finale is awaiting the input of the notes. 

* Enter the nores of the quintuplet. Finale automatically groups them as a quintupler. For 
details on defining the appearance of the cuplet—bracker, slur, ratio (“5:4” instead of a 
single digit), and so on—see “Tuplets.” 


TO TURN EXISTING NON-TUPLET NOTES INTO A QUINTUPLET 


* Click the Tupler Tool !, and click the first of the notes that will become a quinmuplet. 
The Tupler Temporal Definition dialog box appears. 

¢ Specify the temporal definitiqn of the ruplet. In other words, click che appropriate burtons 
and type the proper numbers into the boxes: “S eighths in che space of 1 half,” for 
example. You can also specify the appearance of the cupler—bracker, slur, radio, and so on 
(see “Tuplets”). 

Click OK. 


To ENTER QUINTUPLETS WITH HyPerScriBE OR THE TRANSCRIPTION TOOL 
For a more complete discussion of HyperScribe and the Transcription Tool, see Tutorial 5 
in Learning Finale. See also “Real-time transcription (HyperScribe)” in this volume. You 
can also use the basic technique here with the Transcription Tool. Record your perform- 
ance, and the Time Tags, in the usual way. Ignore the quantization value setting in the 
Transcribe menu. Instead, choose Floating from the Transcribe menu, and skip to the 
instruction marked by the coda sign. 

* Click the HyperScribe Tool {] . The HyperScribe menu appears. 

* Choose Tap Duration from the HyperScribe menu. The HyperScribe Tap Duration box 
appears. 

* Click *Duration’, then click che duration value you'll be tapping. Click OK. The rhythmic 
value of your cap appears in the *Duration* box, expressed in EDUs (ENIGMA Dura- 
tonal Units, of which there are 1024 per quarter nore). The Division box, which refers to 
the quantization level, indicates the subdivision of che Tap Duration to which your 
performance will be quantized. In other words, the Duration value divided by the Division 
value equals the quantization value. For example, if you’ve specified that you'll be rapping 
quarter notes (which have 1024 EDUs each), the number in the Division box says 2, 
meaning that Finale is prepared to quantize your performance to one-half of your foot tap 
duration—in this case, eighth notes. 

* Click Float Quantizing. By choosing Float Quantizing, you’re allowing Finale to vary the 
quantization level on a beat-by-beat basis, based on the number of notes you played 
within each bear. For example, if Finale “hears” three notes between two of your caps, it 
knows immediately that they’re noc eighth noces (the quantization value)—they must be 
something smaller (probably a triplet). Finale will immediately jump to a finer quanciza- 
tion level, based on your sectings in the Floating Quantization box. If you use Floating 
Quantizacion, Finale automatically changes the number in the Division box to indicare the 
finest quantization (division) ic will canscribe with the current Floating Quantization 
sernings. 

Click Non-Timed Tupler. Enter 5 in the Highest Tuplet box. Non-Timed Tuplet means 
tha Finale will simply count how many notes fell between your taps and assume that 
they’re some form of ruplet (see “Real-time cranscription [HyperScribe}” for further 
details). The Highest Tuplet box lets you specify che smallest ruplet value you expect to be 
playing. Type 3 for eriplets, 5 for quincuplets, and so on. 

© Click Floar, then click OK. Make your ocher HyperScribe settings as usual. See “Real-time 
transcription (HyperScribe)” for further descriptions of these options. (If you’re using the 
Transcription Tool, click Transcribe.) 
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« Play your piece. Click anywhere on the screen to stop the cranscription. As described in 
“Real-time Transcription (HyperScribe),” don’t forget to play one extra measure of taps 
and music after the end of your performance, to “flush the buffer.” 

Depending on the value of the quintuplets and your Tap Duration value, you may 
encounter grace notes im the transcription. The presence of grace noces is an indication 
that you have to change the Float Quannizing sensitivicy, which represents the resolution 
of Finale’s search for ruplets. Choose Tap Duracon again from the HyperScribe menu, 
click Floating Quantization, then click *Sensitivity”. From the palette of durations that 
appears, click the next smaller value and press Enter three times. Try your performance 
again. Change the sensitivicy again if the problem persists. 
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Railroad tracks See “Cesura.” - 


Rallentando In Finale a rallenrando can be a pl ect, a graphic. marking in the score 
or both. The Rail. marking itself can appear in one staff (as a S ression) or several 
staves (as a Score Expression). 


To PLACE THE RALl. MARKING INTO A SCORE 

Click the Seaff Expression Tool (to place the marking in one staff) or the Score Expres- 
sion Tool £4 (to place ic in several or all staves). 

* Click on, above, or below the note (for Staff Expression) or measure (for Score Expres- 
sion) to which you want to detach the marking. The Staff Expression or Score Expression 
Selection box appears. If the marking already appears in the list, double-click it, and click 
OK. -: 

Click Create. The Text Expression Designer appears. if 

Type “Rall.” or “Rallentando.” Click Ser Font to change the type style (to italic type, for 
example). ? 

© Click OK or Select in each dialog box to rerurn to the score. : 


eaten 


ay 


To MOVE OR DELETE A RALL. MARKING re 

© Click che tool (Score Expression or Staff Expression) that you used to create the marking. i 

* Click the measure (Score Expression) or note (Staff Expression) to which the marking 
was attached. [rs handle appears. 

Drag che handle to move the marking. Select it and press the arrow keys to “nudge” it for 
fine positioning. Select it and press Delete to remove it. ; 


6 
’ : 
’ To DEFINE A RaALL MARKING FOR PLAYBACK i 
© Click the tool (Scaff Expression or Score Expression) that you used to create the expression. 

r If you haven’t yet placed the marking in the score, click any nore. When the paletre , 
’ pion ae He symbol, click Edit, click Playback, then skip to the instruction [ : 
’ . a shapely deo ieee or note (Staff Expression) to which the marking f 
’ + CTRL-Shift-double-click the handle. The Playback Definition box appears. : 
a 

4 

4 

‘ 

‘ 

’ 

‘ 

‘ 

‘ 





@ Click Tempo, then click Execute Shape. Proceeding through the dialog boxes, click as 
e follows: Create, *Shape ID, Create. You’re now in the Shape Designer. 

© Click Geid. Enter 36 (EVPUs) and click Show Grid. In the Shape Designer, a horizontal 
distance of 36 EVPUs (of which there are 288 per inch) corresponds to an eighth nore 
duration. Thus, each vertical gridline in che grid you’ve created represents one eighth 
note duration, and each horizontal gridline represents a one-beat drop in tempo (from 
150 to 149-beats per minute, for example). 

» Enter 288 in the X box and -288 into the Y box. Click the Line Tool 4]. You just 
drew a graph (an Executable Shape) of the tempo during the rallentando. As you see, the 
line stretches for eight vertical gridlines (or eighth notes—in other words, this rallentando 
will last for one whole note). The line also crosses eight horizontal gridlines, meaning the 
tempo will decrease by eight beats per minute (in terms of metronome settings). 


* Click OK, then Select. 

« In the Level Scale boxes, enter 8:1. You probably wouldn’t even be able to perceive a 
rallentando that only slowed down by eight beats per minuce during a 4/4 measure. By 
changing the Level Scale, you're multiplying the degree of rallencando. If you enter 8:1, 
the tempo will change by 6+ beats per minute—a much more satisfying rallentando. 
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At this point, you could also specify a different Time Scale, which would determine how 
long the executable shape would last. When you designed the shape, it crossed eighe 
gridlines (each representing an cighth note duration, for a toral of one whole note). 
Change the Time Scale to multiply that rate of rallentando. A Time Scale of 1:2 would 
create a callentando lasting half as long (a half note), and 3:1 would create rallencando 
that takes three dimes as long. 


* Click OK or Select in each dialog box to return to the score. Listen to the rallencando in 
playback and see how it works. If it doesn’t slow down enough, increase the Level Scale. 
If it lasts too long, decrease the Time Scale. (The effect of the rallentando will vary 
according to the current tempo.) ’ 








Real-time recording (Transcription Tool) the Transcription Tool borrows 
certain elements from a sequencer, but ic exists for the purpose of notating your perform- 
ances. Unlike HyperScribe, in which you provide a tempo reference point by tapping as you 
play, the Transcription Tool lets you provide these taps after (or during or before) you’ve 
recorded the performance. While Transcription Tool’s gratification isn’t inscant, it offers 
you the chance to try various rranscription settings, quantization levels, and so on, without 
having to rerecord your original performance. 


If you haven’t worked with a sequencer before, you may encounter some terms thar are 
new to you. One example is quantization. Finale’s sense of chythm is much finer than ours. 
In fact, it perceives subdivisions of rhythm down to 1024ths of a quarter note. (These very 
small rhythmic increments are called ENIGMA Durational Units, or EDUs.) Because 
Finale’s sense of ume is so precise, the program will round off, or quantize, your perform- 
ance to the nearest eighth note, quarter nore, or whatever rhythmic value you specify, Lf ir 
didn’t, your transcription would be much too accurate—ir would be filled with 128th rests, 
tuplets, hundreds of ties, and a forest of 64th notes. 


Controllers are devices on your MIDI keyboard that modify the music in some way: 
volume and sustain pedals, pitch and modulation wheels, and breath controllers are some 
examples. You can record any of this data when you use the Transcription Tool to 
transcribe your music (see “Controllers [MIDI controllers]”). 
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To RECORD A PERFORMANCE 
« Create an empty score, establish the meter, key signature, and configuration of staves. 
You can transcribe onto one or two staves at a time. 


seeing 


* Click the Transcription Tool lil , and click the measure at which the transcription will r 
begin. You enter the Transcription window. i 
Click Wait Tul. Finale is in “pause” mode. The recording begins wich the first note you 
play (or any other MIDI signal—be careful nor to use the sustain pedal until you’re ready a 
to record). vhs pee , ‘ 
e Play your piece. Click anywhere (except on a button) to stop recording. When you stop r= 


recording, you’ll see your music expressed as a sort of horizontal bar graph. The length 
of the bars indicate the notes’ durations, and their relationship to the piano keyboard 
(left side of the screen) indicates their pitch. 

Save your performance by choosing Save As from the File menu, if you want to preserve a 
ic as a note file. As far as Finale is concerned, the Transcripion window is a different 
program. The File menu’s commands (New, Open, Save As) no longer refer to the Finale 
noration file you have open. They refer instead to the performance, or note file, you just 
recorded. If you choose New from the File menu, you're specifying a new note file. i 
You’re nor closing whatever Finale nocation file you have open. 

Note files must be saved with che file extension “NOT” so thar Finale recognizes them 
as such. You can open these files any time you’re in the Transcription window. You can, : 
for example, record a piece today, save it, and transcribe ic tomorrow. : 


« To play your performance back, choose Select All from the Edit menu. The display area 


is highlighted. 3 
Under the word Keyboard, click Play, then click Start. Finale plays back your performance. 


a 
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To TRANSCRIBE A PERFORMANCE 

© Record the music. See “To record a performance,” above. 

© Choose Select All from the Edit menu. The display area is highlighted. You’re about to 
tap along with your music as it plays back, providing Finale wich a tempo point of 
reference. These taps are called Time Tags. 

* Choose a rhythmic value for your taps by choosing one from the Time Tag menu (in the 
“First Tag is” section). If you plan to tap even rhythmic values (all quarter notes, for 
example) choose Record Equal Durations from the Time Tag menu. (If you don’t select 
Record Equal Durations, you can actually vary the rhythmic value of your tap—some- 
times cighths, sometimes quarters~and Finale will arrempt, by interpolating and ex- 
trapolating, to assign the Time Tags correctly.) 


rm 
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Under the word Keyboard, click Play. There are two distinct layers of MIDI information . 
in the Transcription mode: the Keyboard layer, which records every aspect of your [ 
synchesizer performance, and the Time Tag layer, which records only your beat taps. You 
want the Keyboard layer to play while you record the Time Tags. ? 

* Under the words Time Tag, click Record. If you’re about to generate Time Tag taps on [ 


any channel other than MIDI channel 1, choose Click Input from the Time Tag menu. 
Click Listen to MIDI, and play the note (or MIDI controller) you'll be tapping. Click OK. 
* Click the Wait Till button. Finale goes into pause mode, where ir will remain until you 
touch a key or pedal on the synthesizer. 
¢ Tap any key in time to the music. Click anywhere (except on a burton) to stop recording. 
If you need to start over, choose Select All from the Edit menu and repeat the last four 


Fry 


aod 


steps. 
When the music ends, Finale automatically stops recording, and you should see small 
note symbols (Time Tags) across the top of the screen. é 
Ue 
ft 
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* Choose Align Tags to Notes from the Time Tag menu. This command “quantizes” your 
taps to the nearest notes. 
A small dialog box appears, asking you to specify the search width. This number, in 
thousandths of a second, tells Finale how far from each tag it may “search” for a note 
with which to align ir. If che performance was slow, you can increase this number. If ic 
was very fast and “notey,” you may want to use a smaller number so that a Time Tag is 


not inadvertently assigned to the nore after che one you intended. 
In most cases, however, you can simply keep the default search width sering (200 
thousandths of a second). : 


Click OK. 

Choose Assign Measure Tags from the Time Tag menu. Finale automatically puts a 
lerrer Mac che beginning of every measure, according to che time signature (or time 
signatures) you’ve already established in the score. 


If your piece has several different time signatures but you haven’t already established a8 
them in the score, choose Measure from the Time tag menu and repeat the capping So 
process, but this ame tap at each downbeat. When you're finished, choose Convert to ee 
Time Sigs from the Time Tag menu. This will automatically create cme signature changes &. 


in che correct measures in your score. 

If you’re transcribing onto two staves, choose a split option (Split Point or Hand Width) 
from the Transcribe menu. If you choose By Split Point, a box appears. Enter a synche- 
sizer key number at which co split che performance into cwo staves. (Click Listen to 
MIDL if you prefer, and play the key.) 

If you choose By Hand Width, a dialog box appears in which you can enter or, by 
clicking Listen to MIDI, play the largest hand span that occurs in your performance (in 
half steps). This doesn’t necessarily mean the widest interval you can play wich one hand. 
Ie means the widest interval you played in the piece. When transcribing, Finale will 
attempt to split your two-handed performance onto the correct creble- and bass-clef 
staves by tracking the positions of your hands as they move up and down the keyboard. 
As long as there’s a discernible gap berween your two hands a the performance, 
Finale can track a changing split point automatically. 

Click OK to exit either dialog box. 

° Specify a quantization value from the Transcribe menu. Choose the smallest predominant 
note value in the piece. If there are occasional smaller values (for example, if there are 
tiplers or sixteenth nores in a piece where the predominant note value is the eighth nore}, 
you might ope for Floating Quannzation instead of choosing a static quantization level. 

a © If necessary, choose Floating from the Transcribe menu. A dialog box appears, listing 
three Floating Quantization options. The first, Timed Non-Tuplet, tells Finale to watch 
out for 2on-tuplet subdivisions of the “main” quantization value. If you’re quantizing co 
eighth notes, for example, Timed Non-Tuplet will correctly notate the occasional six- 
teenth notes. The bottom choice, Non-Timed Tupler, tells Finale to assume that any 
values smaller than the quansization value are tuplets, no matter how unevenly they were 
played. The middle setting, Timed Tupler, distinguishes between ruplet and non-tuplet 
rhythms, based on the timing of the notes within the bear. 
For a more complete discussion of Floating Quantization, see Tutorial 5 of Learning 
Finale. For derails on the remaining elements of the Floating Quantization dialog box, see 
“Floating Quantization dialog box” in Finale Reference. 
Choose Expand Minimums from the Transcribe menu. If you don’t choose Expand 
Minimums, any note whose duration is less than che specified quantization value will be 
transcribed as a grace note. 
* Choose No Voice Two, if appropriate. If there’s an inner voice in the music you’re 
transcribing, leave this option unchecked. Finale will accurately cranscribe your perform- 
ance into rwo independent voices, one stems-up and one stems-down. 
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If chere are few places where you'll be needing an inner voice, however, choose No Voice 
Two (so thar a check mark appears). This way, Finale won't creare secondary voices 
where you didn’t intend them—for example, where you accidenrally overlapped two 
successive nores in a melody. The status of this option can have a dramatic effect on the 
“cleanness” of your transcriptions. ¢ 
« If you like, click Capture Performance, Caprure MIDI Xpression, and Capture Time 
Dilation. (When you click Capture Time Dilation, a dialog box appears. Click Absolute.) ee 
These options tell Finale to remember the precise feel of your original performance, and 
to keep this data handy for playback once you rerun to the score. Capture Performance 
tells Finale to recain key velocity and Stare and Stop Time data (see “Start and Stop - 
Times”). MIDI Xpressions age controller data (afterrouch, pedal, pirch bend, and so on). 
And Time Dilation refers to your tempo fluctuations, including ritards and accelerandi. If 
you don’t choose these options, then when you play back the transcribed music from the 
score, Finale will simply play back che sheer music—mechanically reproducing the notes, 
but withouc expression or feeling—instead of an exact recreation of your original 
performance. 
* Click the Transcribe button. If the results aren’t perfect, remember that your performance 
is still intact, in the Transcription window. Click the first measure of the transcribed 
notation to switch back into the Transcription mode, where you can correct any split 
point or quantization sertings, chen click Transcribe again. 
If you still don’t get good results and you can’t figure out what’s wrong, read the section 
called “Real-Time Transcription Sertings Guide” in Appendix 3 in Finale Reference. If 
you discover occasional splic poinc errors in the transcription (where a right-hand note 
was notated on che left-hand staff, for example), you can either change che split point 
settings in the Transcription window and try again, or you can simply go to the score and 
fix the wrong nores manually. See “Real-time transcription (HyperScribe)}—To correct 
splie point exrors.” ; ‘ . 


To eprr Time Tacs : 
There may be instances when you need to change the durational value of a Time Tag, or 
move the Time Tag so that ir aligns with a note, or to add or remove a Time Tag 
completely, The following instructions assume you’ve already recorded a performance ' 
and entered Time Tags, as described in “To record a performance” and “To transcribe a = 
performance,” above. They also assume that you’re still in che Transcription window. 


* Click the words Time Tag. The words become highlighted. You’ve just indicated char 
you'll be ediring Time Tags only. For berter control, you can “zoom in” by choosing Set 
View Resolution from the Transcribe menu. In the box that appears, enter a smaller 
value to enlarge the display—50, for example. Click OK. 

* To insert a new Time Tag, double-click in the Time Tag display area. The Time Tag 
display area is the top strip of the display window, where the Time Tags are (in a line 





with the small metronome icon). When you double-click, a new tag appears, whose i 

duration is determined by the “First tag is” setting in the Time Tag menu. 2 
¢ To move a Time Tag, drag its notehead. If you select a group of tags (by dragging é 

through them or by choosing Selecr All from the Edit menu), you can drag any one [ 


notehead to move them all, 

* To change the duration of a Time Tag, double-click its notehead. On the second click, 
hold the button down. Drag it to the left or right. As you drag, che Time Tag cycles 
through the following durational values: sixteenth notes, eighth notes, quarter notes, and 
half notes. Drag to the right for larger values, to che left for smaller values. By selecting a 
range of tags (by either dragging or by choosing Select All from the Edir menu), you can 
use this technique to effectively renozate an entire piece at once. You could change a 4/4 
piece to cur cime, for example, by changing quarter noce Time Tags to eighth note Time 
Tags. You’re effectively telling Finale that every quarter note is now an eighth nore. (If 
you try this, don’t forget co choose Assign Measure Tags again from the Time Tag menu | 
before clicking Transcribe.) ie 
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To EDIT KEYBOARD NOTES 
While it’s much easier to edit your performance once it’s been transcribed into standard 
notation, you can edit notes directly in che Transcription window. , 


¢ Click the word Keyboard. The word becomes highlighted. You’ve just indicated thar 
you'll be editing notes only. For better control, you can “zoom in” by choosing Set View 
Resolution from the Transcribe menu. In the box that appears, enter a smaller value to — 
enlarge the display—S0, for example. Click OK. : 

© To delete notes, drag through them and press Delete. 

To insert 2 new note, double-click in the Keyboard area. The Keyboard area is the 
bortom three-quarters of the display window, where che other notes are. When you 
double-click, a new note appears, whose pitch is determined by che location of your click. 
Use the piano keyboard at the left side of che screen as a guide. The note’s initial duration 
is 15 wrtits. The value of a unit is determined by the number in the Ser View Resolution 
box. In other words, if the View Resolution (the unit) is 100 (in thousandths of a sec- 
ond), the note produced by a double-click is 1500 thousandths of a second long—which 
is 1.5 seconds. If you hold che mouse butron down on your second click, you can drag 
forward (to the right) to increase the duration of che nore. : 

¢ To move the attack (or release) of the note, carefully double-click the line. On the second 
click, keep the mouse bucton down and drag the first (or second) half of the line right or 
left. 


To ADD TRACKS 
In a sequencer program, you can record a aew “track” while listening to a previously 
recorded “track.” Using the Playback and Transcription Tools, you can accomplish the 
same effect in Finale. 

© Record the first track. Transcribe it in the usual way. See “To record a performance” and 
“To wanscribe a performance,” above. Be sure to choose Capture Time Dilation, 
Caprure MIDI Xpression, and Capture Performance while you’re in the Transcripdon 
Tool. 

© Click the Playback Tool (9) . The Playback menu appears. If you chose Caprure Time 
Dilation, Caprure MIDI Xpression, and Capture Performance while you were in the 
Transcription Tool, you can now inscruct Finale to play the music back with your 
original “feel,” including tempo fluctuations and pedaling. 

Choose Playback Options from the Playback menu, and make sure Use Captured 

_ Performance, Use Captured MIDI Expression, and Auto Start Time Dilation are selected. 
Click OK. Ar this point, it’s a good idea ro listen to your score to make sure the tempo 
and MIDI channels are set correctly. You can’t change any aspects of this “already- 
recorded crack” beyond this point 

© Choose Playback Sertings from the Playback menu. The Playback Sertings dialog box 
appears. : 

* Click Create a Playback File, chen click OK. A Playback file is an audio version of the 
current score (noc the same thing as a Note File, which can only be created from within 
the Transcription Tool). : 
If you only want to record a new track over part of your score, choose Playback Range 
from the Playback menu and specify the range of measures you want included in the 
Playback File. 

« Click the first measure you want included in the Playback File. Finale computes for a 
moment, and then asks you to name this file. 

» Enter a name for the playback file and be sure to include the file extension “.PLY”, then 
click Save. 

© Click the Transcription Tool, then click the target measure for the transcription of the 
next track. You enter the Transcription window. The Background File check box now 
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has an X in ic. Finale has automatically “loaded” your playback file into the “back- 

ground,” so you'll hear it playing when you record your new track. (If you don’t want to 

hear the old crack playing back, click Background File and click Cancel.) 

« Choose New from the File menu. Any music left in the window is now cleared. 

e Click Seart or Wait Til. Now play your second track. Click anywhere (except on a 
button) to stop recording. Finale plays your Background File as you record the new 
crack. If you haven’r clicked the mouse, Finale automatically stops recording when the 
Background File ends. 

e Choose Select All from the Edit menu. 

e Choose Tags From Background File from the Time Tag menu. Finale assigns Time Tags 
co the new track based on their positions in the Background File (your original track), 
saving you the crouble of having to record them again. . 

¢ Choose Align Tags to Notes from the Time Tag menu.” Click OK. This command 

“quantizes” your taps to the nearest notes. 

A small dialog box appears, asking you co specify the search width. This number tells 

Finale how far from each tag it may “search” for a note wich which co align ir, in chou- 

sandths of a second. If the performance was slow, you can increase this number. If it was 

fast and “notey,” you may want Co use a smaller number so that a Time Tag is nor 
inadvertently assigned to the note after the one you intended. ; 

In most cases you can simply keep the default search width setting (200 thousandths of a 

second). 


° Click OK. 

* Choose Assign Measure Tags from the Time Tag menu. 

¢ From the Transcribe menu, choose your quantization value, split point, and other 
transcription options. For a complete discussion of these options, see “To transcribe a 
performance,” above. ; 

* Click the Transcribe button. You can repeat this process as many times as you like, 
building scaff after staff, crack after track. Just create a Playback File of each transcribed 
track before proceeding to the next. (You don’t have to include aif existing staves in each 
Playback File. See “Hiding staves” and “Playback” for instructions on hiding nonessen- 
tial staves and telling Finale not to play them back.) 


Real-time transcription (HyperScribe) When you play music into HyperScribe, it’s 


> 
, transformed instantly into standard notation. If you choose the appropriate transcripdon 
’ 


ani 


, 
> 
, 
’ 
U 
» 
» 






options for the music you intend to play, you can get very accurate results. 
To transcribe your performance, Finale needs to know where the beats fall relative to the 


3 nores you play. You can tap a key (or, if both hands are occupied with playing, you can tap 
your foot on a pedal) in time with your performance to provide this tempo reference. This 
‘ gives you the freedom to speed up or slow down as you go. Or you can let Finale provide a 


’ steady click for you (using a feature called HyperClick). 


’ TO CREATE REAL-TIME TRANSCRIPTIONS 
* Click the HyperScribe Tool ‘S] . The HyperScribe menu appears. If you prefer to let 
’ Finale provide your click crack, make the following detour. Choose HyperClick from the 
} HyperScribe menu. The HyperClick dialog box appears. Enter the desired tempo in the 
Tempo box, or click Listen and tap a key several times in tempo. Finale displays the 
) average tempo. The trigger (the MIDI signal that starts the click crack) is the sustain 
pedal, unless you click the Listen box and play a note or some ocher controller (a wheel 


* This step is important only if your highest priority is the most accurate possible notation of your 

rY P po! 9 f 
performance. If you prefer the most accurate playback when you return to the score (after having, 
“capcured” performance data), skip chis step. 
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or pedal). Specify the click sound by clicking the Click Output Listen box and playing the 
appropriate nore. Enter a MIDI channel number, if necessary. Click OK. 

e Choose Tap Duration from the HyperScribe menu. The Tap Duration dialog box 
appears. fo cae ; 

Click the appropriate tap duration button (X/4, X/8, and so on). These four burtans— 
X/4, X/8, (3)X/4, and (3)X/8—let you set the most common tap and quantization values 
with one click. If you’ll be tapping your foot (ora key) in quarter notes (for meters such 
as 2/4 or 4/4), click the X/4 button. [If you'll be rapping eighth notes, click X/8. For 
waltzes and other meters based on a dotted-half-note pulse, click (3)X/4, which means 
vou’ll be rapping your foot every docted half note. Finally, click (3)X/8 if you plan to tap 
vour foor every dotted quarter note (as in a 6/8 march). 

Some examples of time signanires in which each of these buttons might be appropriace 
are listed here: : 


Bunog Sample meters Tap value 

X/4 4, 3/4, 4/4 Quarter aocte Eighth noe 
xs 2/8, 3/8, 5/8 Eighth nore Sixteenth nore 
{3)X/4 3/4 waltz Dorred half Quarter note 
:3)X/8 3/8, 6/8, 9/8, 12/8 Docted quarter Eighth noce 


‘When you click one of these “quick set-up” burtons, Finale fills in both the Tap Duration 
and Division boxes (see the next step). 

If none of chese common chythms is what you need, click *Duration®. In che palette that 
appears, specify the tap duration by clicking che appropriate note value (and the dor, if 
necessary). Click OK. No matter how you specify the cap duration, che number thac 
appears in the Tap Duration box is expressed in Finale’s rhythmic units, EDUs, of which 
there are 1024 per quarter note. 

© Change the value in the Division text box, if you like. The Division number represencs the 
quantization level of Finale’s transcription. Divide the tap duration by the Division 
mamber to specify the quantization value. If the tap duration is a quarter note (1024 
EDUs) and you enter 2 as the Division number, the quantization value will be an eighth 
note. ; 

If you clicked one of the duration butrons (X/4, and so on), che Division box automati- 

cally proposed a quantization value (see the table above). If you anticipare exceptions to 
chis quantization value—for exampie, an occasional triplet or sixneenth note—go to the 

next step. 

@ If necessary, click Float Quantizing, A dialog box appears, listing three Floating 
Quantization options. The first, Timed Non-Tupler, tells Finale to watch out for zon- 
suplet subdivisions of the quantization (Division) value. If you’re quantizing to eighth 
aores, Timed Non-Tuplet will correctly notace che occasional sixteenth notes. 

The botrom choice, Non-Timed Tuplet, tells Finale to assume that any values smaller 
chan the quantization value are tuples, no matter how unevenly they are played. (In the 
Highest Tuplet text box, specify the largest tupler value you anticipate—5 for quinmu- 
plets, 3 for triplets, and so on. See also “Quincuplets.”) 

The middle setting, Timed Tupler, distinguishes between tuplet and non-ruplet rhythms, 
dased on the timing of the notes within che beat. When you've specified the Floating 
Quantization opdon, click Float. 

(For a more complete discussion of Floating Quantization, see Tutorial 5 in Learning 
Finale, For details on the remaining elements of the Floating Quantization dialog box, see 
“Floating Quantization dialog box” in Finale Reference. For a complete guide to Floating 
Quantization options, consult Appendix 3 of Finale Reference.) 





II - 200 





-_—- ~~~ Se ~~ Hwee ~~ wwwwe ww 





~~ 


- > oe 


B 
ji REBARRING MUSIC 





* Click OK. Finale assumes you'll be generating the taps with the sustain pedal. If you're 
going to be tapping on a key—or any other MIDI controller—choose MIDI Inpuc from 
the HyperScribe menu, click Listen to MIDI, then cap the key (or controller), Click OK. 

¢ If you're transcribing onto two staves, choose Split Point from the HyperScribe menu. 
Click Listen to MIDI, play the split point key, and click OK. HyperScribe will transcribe 
this note and any notes you play above it onto the upper staff, and any notes below ir 
oato the lower staff, 

* Unless you plan to play inner voices, choose No Voice Two from the HyperScribe menu. 
HyperScribe will transcribe a second voice on each staff, resulting in some notes stems-up 
and some stems-down, unless you specify No Voice Two. Don’t use this option unless 
you can play very carefully—ocherwise, you may get an inadvertent stem-down second 
voice every time you release a key slightly late (and thus overlap ic with the next note in 
the piece). ° 

* Click the first measure (of the upper staff, if there are two). A pair of square boxes (buffer 
boxes) appears. A black dor appears in the left box each time you send a tap signal (by 
tapping your foot, for example) and in the right box each cime you play a key. [f either 
box ever becomes completely filled with dors, you’re playing too many notes too quickly 
for che computer to process. Slow down and wait for the buffers to empcy somewhat 
before continuing. 

© Play your piece, giving the sustain pedal (or the key you specified) a tap on every beat. 
When you’re finished, play (and tap) one an extra measure of music. The extra measure 
of music is required to “flush out” the buffer boxes. 

* Click anywhere on the screen to exit the buffer boxes. [f the quantization or split point 
settings weren’t quite right, change them. Then click the first measure and cry the per- 
formance again. HyperScribe will overwrite whatever music is already on the staff. If you 
can’t seem co find a split point that works to separate the music into the proper staves, 
use the Nore Mover to correct any split point errors (see “To correct split point errors,” 
below). 7 


To CORRECT SPLIT POINT ERRORS 
Occasionally, because there is no clear split point, or because your hands cross, a Hyper- 
Scribe or Transcription Tool transcription will contain left-hand notes in the creble-clef 
staff, or right-hand notes in the bass-clef staff. Using the Note Mover, you can quickly 
restore the notes to the proper staves. 

* Click the Nore Mover Tool [I . The Note Mover menu appears. 

* Choose Delete After Merge from the Note Mover menu. In other words, you'll delete the 
incorrectly split note from its current staff, and merge it with the correct staff. 

Click the measure containing the incorrectly split notes. A handle appears on each 
notehead. 

* Select the notes to be moved. Select one note by clicking irs handle, several adjacent notes 
by drag-enclosing them, or additional notes by Shift-clicking (or Shift~drag-enclosing 
them). The handles you selected are highlighced. 


¢ Drag any highlighted handle onto the target staff. Don’t drag it to any particular line or 
space. Just drag ic anywhere onto the correct staff. The notes are automatically crans- 
ferred to the correct lines or spaces of the new staff. 


Rebarring MUSIC You can rebar existing music in pwo ways. If you've recorded a perform- 
ance in the Transcriprion Tool, you can halve or double all the Time Tags at once, im effect 
rebarring the music. For instructions, see “Real-time recording (Transcription Tool)—To 
edit Time Tags.” 

If che music has already been notated, you can only rebar from a larger (longer) meter to a 
smaller (shorter) one (from 4/4 to 6/8, for example, but not from 2/4 to 3/4). 
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To REBAR MUSIC TO A SMALLER METER 

¢ Click the Time Signature Tool 05]. A handle appears on each barline. 

© Click che handle of the barline where you want the meter to change. The Time Signarure 
dialog box appears. 

Click the Increase/Decrease buttons for the numerator and denominator to set the new 
(smaller) meter, and click OK. A box appears, lerting you specify the range of measures to 
be affected by che merer change. Bear in mind thar the effect of this cebarring process will 
be to “push” the extra notes out of each measure into the next, so you'll end up with 
more resultant smaller-meter measures than you have now. 

© Specify the range of measures to be affected. When you recurn to the score, each measure 
will now have coo many beats. The extra beats may appear to protrude into the following 
measure, bur no harm is done. " 

° Click the Speedy Note Entry Tool (Sl, and click the first measure containing the new time 
signature. The editing frame appears. In essence, you simply wane co enter, then 
immediately exit this frame, so that Finale will offer you the rebarring option. 

© Press zero (0) to exit the editing frame. A dialog box appears, lerting you know that there 
are too many bears in the measure. The fourth option, “Clip che encries off, insert them in 
the nexr measure and continue...” is the option you want. 

* Click the fourth opcon. Finale renotates the music from this measure to the end of the 
staff according to the new meter. Repeat chis process (click a measure, press 0, click the 
fourth option) for each staff. 


Rebeaming See “Beaming—To rebeam a selected region.” 


Redraw In order to speed up your work with Finale, you may want to limit the number of times 
Finale redraws the screen picture—a process that requires the computer to do cime- 
consuming calculations, particularly with large scores. See “Speed Tips” in Learning Finale 
for other speed-enhancing techniques. 


To MINIMIZE COMPLETE SCREEN REDRAWS (ScrotL VIEW ONLY) 

¢ Choose Redraw on Command from the View menu. When this option is selected, Finale 
won't redraw the screen uncil you scroll, change views, or choose Redraw Screen. 
(CTRL-D) from the View menu. At times, this may result in some blank areas on the 
screen, bur as long as you can see the area you're working on, you'll probably save dime 
in the long run. 


To MOVE AROUND THE SCORE WITH MINIMAL SCREEN REDRAWS 
Normally, when you use a scroll bar in Finale, che screen instantly redraws to reflect your 
new position in the score. There may be times when you need to move both scroll bars— 
for example, if you want to move diagonally across che score. {You can use this technique 
in Page View with all three scroll bars, including the one at the bortom-lefr edge of the 
screen that moves you from page to page.) 

¢ Press CIRL while dragging the white box in a scroll bar. The sereen goes complerely 

title Yous continue to adjust either scrol Bar. As long’as you're pressing CTRL, 
inale won't cedraw the screen at all. 

e Use the other scroll bar normally. The screen redraws, taking into account the movements 
of boch scroll bars. 

For informacion on speeding up screen redraw time, see the sections called “Speed Tips” 
in Learning Finale. Read, in particular, about the advantages of the Items to Draw 
command. 
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cing/Enlarging You can enlarge or reduce almost any element of your music: a 
notehead, an entire note, a staff, a system, or a page. Bear in mind that reduced-sized music 
may look slightly ragged when printed on a aon-PostScript printer. PostScript printers will 
produce uniform, smooth ourput at any size. The limirs of che Reduce/Enlarge Tool are 
10% to 1000%. : 


To REDUCE OR ENLARGE INDIVIDUAL NOTES 

° Click the Reduce/Enlarge Tool [2]. To reduce or enlarge only a notebead but not the 
note’s stem, flag, or other notes in the chord, click che norehead. Skip the next step. 

* Click the target note’s stem (not its aotehead). If you're resizing several notes that are 
beamed together, click che stem of the first note of the beamed group. The Percentage 
Reduction/Enlargement dialog box appears. ‘ 

e Enter the desired reduction or enlargement percentage. Click OK. In clicking a nore’s 
stem, you’re telling Finale co shrink the entire entry—note, stem, flag, any ocher notes in 
the chord, and any other notes beamed to this one. To restore a note to its original size, 
click the Reduce/Enlarge Tool, then click the norehead or stem (whichever part you 
originally modified). When the dialog box appears, click Delete. 


To RESTORE A REGION OF NOTES TO FULL SIZE 

* Click the Mass Mover Tool i! . The Mass Mover menu appears. 

« Select the measures containing the notes you’ve resized. Click to select one measure, Shift- 
click to selece additional measures, drag-enclose to select several on-screen measures, 
click to the left of che staff to selecr che entire staff, or choose Select All from the Edit 
menu to select the entire file. You can also use the Ser Selection command in the Mass 
Mover menu to select a large region without scrolling. 

* Choose Erase from the Mass Edit menu. Proceeding through the dialog boxes, click as 
follows: Only the Selected Items, Entries, Only the Selected Items, Note Head or Percent- 
age Alterations. 

* Click OK twice. To copy note reductions or enlargements to other measures, see “Cue 
notes—To copy cue note reductions to other measures.” 


To REDUCE OR ENLARGE A STAFF OR SYSTEM 
You must be in Page View co reduce or enlarge a staff or system. 


© Click the Reduce/Enlarge Tool E]. 

* Click to the left of a staff (to resize the staff), or to the left of and between any two staves 
(to resize the system). The dialog box appears, this time asking you how. you want (o 
resize the staff or system. If you’re reducing or enlarging a system, you set two new 
options. Click Hold Margins if you intend to reduce che music itself but not the system 
margins, thus increasing the number of measures chat fit on the line. Click Close up 
Space if, in reducing a system, you want less space between this system and the next, 
proportional to the reduction. 

« Enter the desired reduction or enlargement percentage and click OK. Another dialog box 
appears, allowing you to specify the region of systems to be affected by this change. 

* Specify the range of systems you want to affect. If you reduce or enlarge a system with 
Hold Margins selected, the measure widths will appear to be uneven. 

¢ Choose Recalc Music from the Edit menu. To restore a staff or system to its original size, 
click to the left of the staff or system with the Reduce/Enlarge Tool When the dialog box 


appears, click Delete. 


To REDUCE OR ENLARGE ALL THE MUSIC ON A PAGE (OR THE ENTIRE PIECE) 


Use this cechnique for reducing or enlarging the printed size of the music irself (without 
changing the acrual page size). You must be in Page View co reduce or enlarge a page. 
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* Click the Reduce/Enlarge Tool EJ. 

« Click the upper-left corner of the first page you want resized. You can press CTRL-Z to 
go directly co the upper-lefe corner of the music page. The Percentage Reduction/ 
Enlargement dialog box appears again. 

« Enter che reduction or enlargement percentage. Click Hold Margins coo, unless you want 
the entire printed page to shrink (or grow) proportionally. 

: HOLD MARGINS 





After clicking the upper-left comer of the page to reduce the music (left), click Hold Margins if you wart the sys- . Sa 
tems on the page to maintain their margin-to-margin wieth (upper nght). Otherwise, Finale reduces the music Ok 
proportionally in bath dimensions (bottom right). ée. 


© Click OK. You’re then asked what range of pages you want to affect. 

© Specify the pages you want affected. As always, whenever you perform an operation thac 
changes the measure widths, recalculate the music. 

© Choose Recalc Music from the Edit menu. If you’ve just reduced the music, you've 
probably decreased the number of pages. Unless you follow the next step, the printer will 
“print” the leftover blank pages still arrached at the end of the piece. 

© Click the Page Add/Remove Tool ©]. A dialog box appears. 

Click Delete. Any blank pages are removed. If che music expands again later, Finale will 
automatically add pages as needed to compensate. You can never lose music with any of 
Finale’s reformatting tools. 


Rehearsal letters A rehearsal letter (or number, or other mark) is a form of Score Expres- 
sion which appears at the same location in more chan one staff. Because it’s a Score Expres- 
. sion, you can specify one set of staves co display the mark in the full score, and a different 
set to receive the mark when the parts are extracted. 


- If you wane your rehearsal marks to be based on their measure numbers, see “Measure 
numbers” for an altemate method of creating rehearsal numbers. 


To CREATE A REHEARSAL LETTER 

© Click the Score Expression Tool wi, 

* Click on or above the measure at which the letter is to appear. The Score Expression 
Selection box appears. If you see the letter in che scroiling list, double-click it and skip to 
the instruction marked by the coda sign. 

Click Create. The Text Expression Designer appears. 

¢ Type the letter (or number). Click Ser Fonr to change the type style. 

* If you like, click Enclose Expression. The Enclosure Designer appears. Choose the shape 
you prefer from the list of geometric enclosures. Drag che top handle to make the 
enclosure caller or shorter, the right-side handle to make the whole enclosure bigger or 
smaller, and the middle handle ro position the enclosure around the letter. You can also 
change the line thickness which is measured in points (72 per inch). The second text box 
holds a decimal place. Click Use Enclosure to exit the Enclosure Designer. 
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(BARLINES AND TEXT INDICATIONS) 


« Click OK twice. You arrive at the Expression Assignment dialog box. 

@ If you want to display the letter only in certain staves, click *Seaff List*. A table appears, 
listing your staves on the left. Click in the Score column across from each staff you want 
to display the letrer in the full score, and click in the Part column across from each staff 
you want to display the letter in the extracted part. (An X appears in the columa when 
you click.) Set all staves at once by clicking the word Score or Pare. then click Set (to 
select all staves) or Clear (to remove check marks from all staves). 

* Click OK to exit the dialog box. Finale places a number in the *Staff List* box. This 
number corresponds to the staff configuration you just created. The next time you place 
a rehearsal lerrer in the score, you won't have to click *Seaff Lisc* and rebuild the list. 
Just type the Seaff List configuracion’s number into the box. 

Ac this point, you may also want to click Individual Positioning if you want the letter to 
be independently movable in every staff. 


* Click OK. 


To MOVE OR DELETE A REHEARSAL LETTER 

* Click the Score Expression Tool, then click the measure to which the letter was attached. 
Ies handle appears. 

© Drag the handle to move the letter. Select it and press Delete to remove ic. If you want to 
edit che lerrer’s Scaff List, Shift-double-click che handle. 


To BREAK MULTIMEASURE RESTS AT REHEARSAL LETTERS 
When you extract an inscrument’s part, Finale doesn’t normally break multimeasure 
(block) rests ata barline where a Score Expression has been inserted, unless the barline ts 


a double bar or a “light line.” 
° Click the Measure Antributes Tool (Hl. A handle appears on each barline. 
Double-click the handle of the barline at which you want the multimeasure rest (0 be 


broken. The Measure Accributes box appears. 
* Click the Double Bar option. Or, if you want a normal barline at che rehearsal mark’s 


location, choose Light Line instead. 
Click OK. 


Rehearsal marks See “Rehearsal letters.” 
Rehearsal piano parts See “Piano reductions.” 


Releases See “Expressions: Note Expressions,” “Real-time recording (Transcription Tool)—To 
edit keyboard notes,” “Rolled chords,” “Start and Stop Times.” 


Repeat measure symbols See “Measure repeat signs.” 


Repeats (barlines and text indications) Repeat barlines in Finale may be either 
purely graphic, or fully functional for playback. For a full rutorial in the use of the Repeat 
Tool, see Tutorial 3 in Learning Finale. See also “First endings” and “Second endings” in 
this volume. 
Repeats can be nested (endings within endings) or infinice. They can also be text repeats—— 
instead of a repeat barline, you can create an expression such as D.S. al Coda, which will 
actually affect playback. See “Coda,” “D.S., D.S. al Coda,” and “D.C.” 
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HEN REPEATS 
(BARLINES AND TEXT INDICATIONS) 





To CREATE A REPEAT 


* Click the Repeat Too! GI, then click the measure to contain the repeat. The Repear 
Selection window appears. (If you wish to create a text repeat [To Coda, for example], 
click Create. Type the expression, ser the font, click OK, chen Select. Skip the next step.) If 
you want to create a repeat barline, you'll note that there are four kinds of repeat barlines 
at the top of the window. 


Forward Repeat Backward ° Backward Repeat Muitipie Ending 


(Graphic onty) Repeat with Bracket Repeat 
(Graphic and (Graphic and (Graphic and 
playback) playback) playback) 


The third and fourth repeac barlines each include a resizable, draggable bracker. If you’re 
planning to use the playback function of any of these barlines, bear in mind that only the 
Multiple Ending Repeat (on the right) causes playback co jump (to another spor in the 
score) at the beginning of che measure to which it’s assigned. The second and third barline 
types direct music to the target measure only when the music has played chrough to the 
end of the measure. 


© Double-click the desired repeat barline icon. If you're placing the Forward Repear barline 
(the left icon which is purely graphic), it now appears in che score, and your task is 
complete. Lf you selected one of the other three icons, another dialog box appears, asking 
for details about the playback definition of this repeat barline. [f you don’t intend to use 
this barline’s playback function, click OK. 
Enter the target measure number in the Target Measure box. The Target Measure is the 
next measure played after the repeat-barline measure—in ocher words, it’s the measure 
Finale should jump back to. (The Target Measure doesn’t have to be an earlier measure.) 
© Specify the desired Repeat Action. This option, available only for text repeats and the 
Backward Repeat barline icons, tells Finale what to do when it has played the measure the 
number of times specified in the Total Passes box . Always Jump ignores the Total Passes 
completely, and jumps to the Target Measure every time. Jump on Total Passes never 
executes the repeat except on the “pass” you specify. (Jump on Total Passes is ideal for a 
Last time to Coda marking.) Repeat until Toral Passes is just the opposite—it executes the 
oa repeat every time the repeat barline is encountered, until the measure has been played the 
number of times specified in the Total Passes box. (Repeat until Tocal Passes is 
appropriate for standard repeats, such as first endings.) 
In the Toral Passes box, specify the number of times the playback should reach the repeat 
barline (how high Finale should “counc”) before performing the Repeat Action you’ve 
specified (see above). For che barline at the beginning of a first ending, the number of tocal 
passes is 1. For the barline ar the end of a first-and-second ending, the number of coral 
passes is 2. (If you selected the Multiple Ending Repeat barline [the rightmost icon], ir’s 
easy to calculate the Total Passes: it’s the same number displayed under the bracker, which 
you typed into che Ending Text box. If, for example, ir’s a first ending, the Tocal Passes is 
1. If it’s a firse, third, and fifth ending, click Multiple and type 1, 3, and 5 into the boxes.) 
* Click Individual Positioning, if desired. If you’ve selected a text repeat or a repeat barline 
with a bracket attached, Finale usually places the repeat in the same position in every staff. 
This option allows the text repeat or the bracker to be moved or resized independently. 
Furthermore, be sure to select Individual Positioning if you'll want to extend the bracket 
on a repeat barline longer than one measure or so—for example, if your first.ending is 
four measures long. (If you don’t, Finale limits a repeat bracket to the length of a meas- 


ure.) 





Mf - 206 





’ 
, 
d 
, 
, 
’ 
’ 
’ 
’ 
’ 
) 
) 
) 
) 
) 
y 


Cd 


i] 
» 
» 
) 
9 
, 
’ 
, 
’ 
’ 
’ 
’ 
’ 
) 
) 
’ 


RY RESTS 
(SIMPLE NOTE ENTRY) 





To ADJUST THE BRACKETS ON, OR DELETE, A REPEAT BARLINE 

* Click the Repeat Tool Hil, then click the measure with the repeat. Three handles appear 
on the bracker. If you’re adjusting a text repeat, a single handle appears. 

* To stretch a bracket, drag its upper handles vertically or horizontally. To delete a repeat 
(barline or text), click the bottom handle and press Delete. Unless you’ve selected Individ- 
ual Positioning (see above), you can’t stretch a bracket much farther than the length of 
one measure. You can, however, make brackets appear to be longer by combining two 
repeat barlines, and aligning their brackets until they overlap (the Backward Repeat wich 
Bracker and the Multiple Ending Repeat, for example). See “First endings.” 


To CHANGE A REPEAT BARLINE’S PLAYBACK DEFINITION _ 
° Click the Repeat Tool I , then click the measure with the repeat. Handles appear at the 
ends of the bracker and the barline. 


© Shift—double-click any handle. The Bar Assignment (playback definition) box reappears. 
Make the desired changes, chen click OK. (See “To create a repeat,” above, for the 
playback options you can specify.) 


To BREAK A REPEAT BARLINE THAT CONNECTS STAVES 
When you create a repeat barline, it’s ordinarily drawn as a solid line across the space 
between any grouped staves (those connected by a bracket, for example). If you prefer, 
you can instruct Finale noc to draw the barline continuously through che space between 


staves. 

* Click the Staff Arributes Tool =. A handle appears on each staff. 

© Click the handle on the staff just below the space where you want the barline omitted. 
The Scatf Accributes dialog box appears. 

© Click Break Repeat Bars. Click OK. 


To HIDE THE ENDING BRACKETS AND TEXT REPEATS FOR A SPECIFIED STAFF 
If your score includes a piano part (for example), you normally won’t want ending 
brackets (such as a first ending bracket) to appear above both che treble and bass staves. 
Similarly, you would probably want a Text Repeat (such as “To Coda”) only to appear 
above the treble staff, not above both. 

© Click the Staff Attributes Tool 4. A handle appears on each staff. 

© Click the handle of the staff for which you want to hide the brackets or Text Repeats. 
The Seaff Attributes window appears. 

« In the Don’t Draw section, click Endings and Text Repeats. Click OK. 


Rests (Simple Note Entry) You can edi, create, and move rests by using either the 


Simple Note Entry or Speedy Note Entry tools. Lf you do most of your editing wich che 
Speedy Nore Entry Tool, see “Rests (Speedy Note Entry).” (Rests appear automatically 
when you transcribe a real-time performance.) You can change any existing note into a 
rest, or change the duration of any rest. See also “Multimeasure rests,” “Step-time music 
input,” and “Whole rests.” 

If the rests you want to edit are in both Voice 1 and Voice 2, you'll have berrer luck 
working with the Speedy Nore Encry Tool. See “Rescs (Speedy Noce Encry).” 


To MOVE A REST VERTICALLY 

* Click the Simple Note Entry Tool Gl. The simple Note palette appears. 

© Click the icon representing the desired rest’s duracon. 

° While pressing Shift, click the place on the staff to which you want to move the rest. The 
rest jumps to che position you clicked. 
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TN | RESTS 
(SPEEDY NOTE ENTRY) 





To ADD A REST 

* Click the Simple Note Entry Tool [2] . The Simple Noce palette appears. 

© Click the icon representing the desired rest’s duration. ; 

* While pressing Shift, click the place where you want the rest to appear. The rest appears 
at the horizontal position of your click. Irs vertical position is always the center staff line, 
unless you’re working in layers and have specified a rest position offset. (See “Multiple 
Voices” for a more complete discussion of setting rest position offsets.) See also “To 
move a rest vertically,” on the previous page. 
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TO CHANGE A REST’S DURATION 

© Click the Simple Note Entry Tool] . The Simple Note palette appears. 
© Click the icon representing the desired new duration. 

© Shift-click the rest. [It changes to the new duration. 


TO CHANGE A REST TO A NOTE 

* Click che Simple Note Entry Tool [>]. The Simple Note palette appears. 

© Click the icon representing the desired note’s duration. 

* Click the rest ar the desired pitch. The rest changes to a note, of the duration and pitch 
you clicked. 


To CHANGE A NOTE TO A REST 

© Click the Simple Note Entry Tool 2]. The Simple Note palette appears. 

© Click the icon representing the desired rest’s duration. 

© Shift-click the nore. It curns into a rest of the duration you specified. 
If the note is a single note (not a chord), you can take a shortcut: click the Eraser 2! , 
then click the notehead. 


Rests (Speedy Note Entry) You can edit, create, and move rests by using either the 
Simple Note Encry or Speedy Note Entry tools. If you do most of your editing with che 
Simple Nove Entry Tool, see “Rests (Simple Note Entry).” (Rests appear automatically 
when you transcribe a real-cime performance.) You can change any existing note into 2 
rest, or change the duration of any rest. See also “Multimeasure rests,” “Scep-time music 
input,” and “Whole rests.” 


TO MOVE A REST VERTICALLY 
This method of moving a rest uses the Speedy Note Entry Tool. If you prefer to work 
with che Simple Nore Entry Tool, see “Rests (Simple Note Entry}—To move a rest 
vertically,” above. 

® Click the Speedy Note Entry Tool (Sl, and click the target measure. The editing frame 
appears. If you have created two voices using Voice 1/Voice 2 (the inner-voice mecha- 
nism used by HyperScribe and the Transcription Tool), you can move any rest in Voice 2 
by dragging it up or down. 

© Use the arrow keys to position the insertion bar on the rest. If you’ve created a separate 
voice in each layer, make sure you’re in the layer containing the rest. If noc, press Shift- 
apostrophe (") to switch layers. 

© Press the asterisk (*) key. Pressing the asterisk makes the Voice 1 rest draggable. 

¢ Drag che rest up or down. When it’s positioned where you want it, press zero (0) to exit 
the editing frame. If you want to make sure you don’t inadvertently drag the rest 
horizontally in che process, press Shift as you drag. 


gy 
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if you’re using Layer 1/Layer 2, you can move ail rests in one layer (or both) a specified = 
distance up or down from their default center-line position (see “Multiple voices” for a 
more complete discussion). 


To MOVE A REST HORIZONTALLY 

© Click the Speedy Note Entry Tool (2), and click the target measure. The editing frame - 
appears. 

Use the arrow keys to position the insertion bar on the rest. If you’ve created a separate i 
voice in each layer, make sure you're in the layer containing the rest. If not, press Shift- 
apostrophe (') to switch layers. 

© Drag the rest left or right. When it’s positioned where you want it, press zero (0) to exit 
the editing frame. (You can’t reposition whole rests horizontally—they’re always cen- 
tered in che measure.) 


To ADD A REST : 
© Click the Speedy Note Entry Tool Gi, then click che target measure. The editing frame 7 
appears. 
© Press a number key. A rest appears of the duration corresponding co the number key you 
pressed, as shown in the table below. 


Press this key To produce this ces 





1 i 

2 7 

3 7 

4 7 

5 

6 = : 
7 ~ 

8 ry 


If a note appears instead of a rest, it’s because Use MIDI Keyboard is unchecked in the 
SpeedOptions menu. Use the arrow keys to position the insertion bar on the norehead 
and press Backspace. This curns ir into a rest. [f you want to insert a rest in before 
existing notes, posicion the insertion bar just after the insertion point, and press Shift 
while pressing the appropriate number key. Use the number keys above the QWERTY 
lerrer keys on your computer keyboard. 








To CHANGE A REST’S DURATION 





© Click the Speedy Note Entry Tool (i, then click the target measure. The editing frame if 
appears. 
* Use the arrow keys to position the insertion bar on the rest. You cam also click the rest. t 
© Press the number key corresponding to the desired new duration. (See the table of E 
number key/rest value equivalents in “To add a rest,” above.) The rest changes to the 
specified duration. : 
i 


To CHANGE A REST TO A NOTE 

© Click the Speedy Note Encry Tooi (Sl, and click the target measure. The editing frame 
appears. 

* Use the right and left arrow keys to position the insertion bar on the rest. Use the Up and 
Down arrow keys to position the crossbar on the desired pitch for the new note. You can 
also click che rest instead of using the arrow keys. : 

© Press Encer. The rest becomes a note of the same duration. 
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TO CHANGE A SINGLE NOTE TO A REST 


* Click the Speedy Note Entry Tool 1, then click the target measure. The editing frame 
appears. 

+ Use the arrow keys to position the crossbar and insertion bar on the notehead. You can 
also click the note instead of using the arrow keys. (This method works only on single 


notes. To change a chord to a rest, delere the chord by pressing Delete. Then insert the 
rest as described in “To add a rest,” above.) 


* Press Backspace. The single note becomes a rest of the same duration. 


Reverse stems A reverse stem is one that’s drawn on the “wrong” side of its notehead. Ir’s 
encountered most frequently in conjunction with cross-staff notes, like this. 





Using the Special Tools Tool @! » you can create a reverse stem on any note or chord. 


TO CREATE A REVERSE STEM 

* Click the Special Tools Tool 
appears. 

* Click the Reverse Stem Tool &. A handle appears above and below each note or chord. 

* Click the upper handle (for an upstemmed note), or the lower handle (for a down- 
stemmed note). Finale responds by attaching the stem to che opposite side of the 
notehead. Bear in mind that you should decide which handle to click (upper or lower) 
based on the stem’s direction as it appears in the score, not necessarily as it appears in che 


Special Tools window. For example, if you’ve creared cross-staff notation, the stems in 
the Special Tools window won’t necessarily appear as they do in the score. 


, and click the targer measure. The Special Tools window 


TO TEMPORARILY DISPLAY REVERSE-STEMMED NOTES AS NORMALLY-STEMMED 
NOTES 


Once you’ve created reverse stemming, you may find your score easier to edit if stems are 
drawn on the correct sides of their noteheads. If so, follow the procedure below. 


¢ Choose Options from the Special menu. The Opuons dialog box appears. 


* Click Don’t Draw Reverse Stems. When this option is selected, Finale draws every stem 
on the “correct” side of its notehead. 


* Click OK. Ar any time, you can restore all affected stems ro reverse-stem status by 
turning the Don’t Draw Reverse Stems option off again. (You might want to select Allow 
Cross Seaff Notes at the same time you deselect Don’t Draw Reverse Stems, so thar all 
notes are temporarily drawn without their unusual beaming configurations.) 


Rhythmic values See “Note values (durations).” 


Ritards See “Rallentando.” 
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IR ROLLED CHORDS 





Rolled chords The rolled-chord marking (a vertical wavy line) uses a special Note Expres- % 
sion feature called Clone Mark, lerting you drag the wavy line to make it as long or as 
short as you want it to be. 

If you've loaded a Note Expression library into your file (or if DEFAULT.MUS is in place), 
you don’t have to creare the marking. 


To CREATE THE ROLLED CHORD MARKING 
* Click the Note Expression Tool Bi. 
* Click the top note of the chord. The Note Expression Selection box appears. If the rolled 
chord marking appears in thé palette, double-click ic. The marking appears in the score. - 
* Click Create. The Note Expression Definition box appears. 
+ Type a lower-case g. In the Pecrucci music font, lower-case g is the rolled chord marking. a 
* Click Clone Mark. This command enables you to stretch the marking, making it as long : 
as necessary. 
© Click OK or Select in each dialog box to return to the score. The marking appears in the 
score, superimposed on the chord. 


To ADJUST, MOVE, OR DELETE THE ROLLED CHORD MARKING 


* Click the Note Expression Tool i. 

¢ If the marking’s handle isn’t visible, click the chord to which it was attached. 

* Drag the top handle horizontally to move the entire marking. Drag the bottom handle up = 
or down to shorten or lengthen the marking. For best results, don’t adjust the bortom : 
handle horizontally, or you’ll move the composite “links” of the marking our of 
alignment. - 

© Click either handle and press Delete to remove the marking. ; 


To DEFINE A ROLLED CHORD MARKING FOR PLAYBACK 

* Click the Note Expression Tool [3]. If you haven't yer placed the marking in the score, 
click the chord to be rolled. When the palette appears, click the rolled chord marking and . 
click Edit, then skip to the instruction marked by the coda sign. i 

* Click the rolled chord. A square handle appears ar the top and borrom of the marking. 

* Double-click the bottom handle. The Note Expression Definition dialog box appears. 

@ Click the word Playback. The Playback Definition dialog box appears. 

« Click Time Based and enter -150 in the Bortom Note box. The Top Note and Botrom 
Note boxes let you specify how you want the chord rolled. The units are EDUs, of which 
there are 1024 per quarter nore. Thus a negative number in the Bottom Note box tells : 
Finale to strike the boctom note slightly before the beat during playback. The attacks of i 
any chord notes between the rop and bottom notes are scaled proportionally between the 
Top Note and Borrom Note values, producing a true rolled chord sound. 

If you wane the chord rolled from top to borrom, enter the negative number in the Top 
Note box, and zero in the Bortom Note box. (These numbers are only an example. If you 
enter zero in the Borcom Note box and a positive number in the Top Note box, the upper 
chord notes will be struck late—in other words, the chord roll will begin on the beat.) 
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* Click OK or Select in each dialog box to return to the score. 


To COPY ROLLED CHORD MARKINGS (AND OTHER ARTICULATIONS) 
See “Expressions: Note Expressions—To copy Norte Expressions.” 
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Running heads A running head (or header) is a piece of text appearing at the top of every 
page of a score—a tide, date, or copyright notice, for example. (A running foot—or 
footer—appears at the bottom of every page.) You can create any such text with the 
Header/Foorer Tool. In fact, you can even specify a running head to appear only on the 
even or odd pages, so that you can have different running heads on each of two facing 


pages. 
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To ADD A RUNNING HEAD 

* Click the Header/Footer Tool Gl . Finale switches to Page View if ir’s not already there. 

* Double-click anywhere on the page. The Header/Footer Designer appears. (If you want to 
create a running footer, click Footer.) 

¢ Type the text for the header (or footer) in the text box. 

* Click your choice of Justification. Click one of the incidence options: Only on This Page, 
Only the Even Pages, and so on. The three Justification options are Left (flush with the 
left margin, with a handle on the left end), Right (flush with the right margin, with a 
handle on the right end), or Centered (centered between the margins, with a handle in the 
center). You can specify that a running head should not appear on the first page by 
clicking boch All Pages (or Only the Odd Pages) and Excepr Page One. 

© Click Set Font, and choose a font, size, and style for the header. Click OK. 

Click OK to exit the Designer dialog box. The header (or footer) may need vertical 
adjusament. 
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To MOVE OR DELETE A HEADER OR FOOTER 

© Click the Header/Footer Tool (Cl if irs nor already selected. A handle appears on every 
header or footer. 

* Drag the header or footer’s handle to move it. Select the handle and press Delete to 
remove it. 
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SCREEN REDRA SEARCH AND REPLACE 


4 Screen redraw Ses “Redraw.” 


Search and replace You can search for a pitch, a specific pitch-and-rhythm combination, or 


even an entire mocif anywhere in a score and modify every occurrence in one of several 
ways. For example, you can flip every occurrence of a Gb to its enharmonic equivalent (F#), 


or change two of the notes in a recurrent theme. 


To CHANGE OCCURRENCES OF A NOTE OR MOTIF (SEARCH AND REPLACE) 

* Click the Note Mover Tool (Bl . Click the measure containing the first occurrence of the 
note you want to change. A handle appears on each notehead. 

« Select the notes to be changed. You can select one note by clicking, additional nores by 
Shift-clicking, a group of notes by drag-enclosing, and additional groups of nores by 
Shift-drag-enclosing. You cam select nonadjacent notes, as long as they’re in the same 
measure. 

Choose Search and Replace from the Note Mover menu. A dialog box appears, letting you 
further specify criteria for the search-and-replace process. If you want Finale to look for 
the selected notes only in their original octave, click Notes. If ic should search for the 
selected notes in ary octave, click Scale Tones. Furthermore, you can confine the search- 
and-replace process to notes with the same rhythmic values by clicking Scales + Durs 
(matching noces in any octave and with the same duration} or Notes + Durs (matching 

notes in the original octave and with the same duration). 

- With all of these options, Finale considers the selected notes’ scale degrees when search- 

ing. For example, if you’re searching for a C in the key of C, Finale won't consider C in 
the key of F a match. Instead, it will consider F a match in the key of F. 


¢ Click the appropriate criterion burton (Notes, Scale Tones, and so on). Another box 
appears, asking what sort of transposidon you want applied. You can specify a differenc 
transposition for each of the selected noces, which in effect gives you the option of 
complerely rewriting a selected motif. 

* Specify the transposition option for the first selected note. If you click Diaronic or Chro- 
matic, another dialog box appears, in which you can specify the precise transposition you 
want applied to the note. (You can also specify the direction of the rransposition—for 
example, up or dows a major third.) Click the button for the appropriate interval, then 
click OK. (If you’ve selected several notes, all of which are to receive the samme transposi- 
tion, click Set AIL The transposition you just specified will be assigned to all selected 
notes. Skip to the instruction marked with a coda sign.) 

click Next. The number in the dialog box tide, 

“slot” is a selected note. Finale numbers chem from 

om left to right in the measure.) Set the transposition 

Continue through the selected notes (“slots”), 

d secting the cransposition option for each. 

are Find, which finds the next 


+ If more than one note was selected, 
Alteration for Slot (#), advances. (A 
botcom to top within a chord, and fr 
option for this note in the same way. 
clicking Prev or Next as necessary, an 

@ Click OK. The Search menu appears. Its commands 
occurrence of notes matching your criteria; Replace, which modifies the currently selected 
notes according to your transposition specifications; Replace then Find, which modifies 
the current notes and then finds the next occurrence; and Replace All, which reads 
through your piece, measure by measure, in every staff, changing every occurrence of 
notes meeting your search criteria. 

© Choose a command from the Search menu. The Replace All command may take Finale 


some time to complete. 

* Choose Quit Search from the Search menu. You return to the score. 
Finale offers a second method of irs Search and Replace fearure that doesn’t require you 
to choose menu commands. To use this alternate method, click che Nore Mover Tool @ F 
click the measure containing the first occurrence of the notes to be changed, select their 
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Ss) SECOND ENDINGS iat 





handles, and CTRL-click any selected handle. A special strip appears at the top of the 
window, displaying the same commands found in the Special menu—but in button form. 
You can click these burtons instead of choosing the commands from the Search menu—a 
method you may find more efficient. Click Set to display the first of the criterion dialog 
boxes. Click Cancel to exit Search and Replace mode. 


Second endings See also “First endings.” 
The second ending (in the sense of being the final ending in a set of repeats) is purely 
graphic. If you create a playback-functional first ending (as described in “First endings”), 
the second ending needs no playback definition. 


To CREATE A SECOND-ENDING BRACKET 

¢ Click the Repeat Tool Bl. Click che first measure of the second ending. The Repeat 
Selection box appears. The four types of repeat barlines appear as icons at the top of the 
box. 

» Double-click the righnmost icon (the Multiple Ending Repeat barline). The Ending Repeat 
Bar Assignment box appears. : 

« Enter the text to appear under the bracker. If this is a second ending, you'll probably 
want to type “2.” into the box. Since this is a nonfunctional repeat barline (graphic 
only), leave the other options in this box alone. 

* Click OK. To adjust the bracket, drag cither of the upper handles in any direction. You 
can’t drag the bracket much longer than the measure itself, unless you selected Individual 
Positioning in the Ending Repeat Bar Assignment box. To delere the repeat barline 
(bracket and all), click ics bortom handle and press Delete. 


Septuplets See “Quintuplets,” “Tuplers.” 
Sequencers See “MIDI files—To import a MIDI file.” 


Sequencing Finale isn’t a sequencing program. Yer it duplicates many functions of a se- 
quencer, and has the added advantage of being notation-based. 
In this volume, you'll find separate entries for “Real-time recording (Transcription Tool)— 
To add racks,” “Tempo,” “MIDI channels,” “MIDI files,” “Dynamics,” “Rallentando,” 
“Key velocity,” “Pitch wheel,” and so on, all of which affect the playback of your score. 
You'll also learn about some important sequencer-like features in Learning Finale, 
especially in Tutorial 7, “Advanced MIDI Topics.” 


If you plan to use Finale as a quasi-sequencer, ir’s important to recognize that Finale can 
play back any score in one of two very different ways. When you play your score with no 
options checked in the Playback Options dialog box, you hear a playback of the notation. 
Iv’s an “inrelligent” performance, because it responds to expression markings such as 
dynamics, ricards, accents, and so on. Nonetheless, the performance will be rhythmically 
perfect, lacking any of the irregularities in performance thac give music a human “feel.” 


Instead of merely playing back the notated score, Finale can play back the score using 
captured MIDI data. Captured MIDI data is che actual, unquantized MIDI “recording” of 
a performance you created in the Transcription Tool, including your key velocity informa- 
tion, your ritards, and your pedaling. What’s even more useful is that once you've tran- 
scribed such a performance, you can edit the notes, the dynamics, and other elements of the 
notated score. When you play the performance data version, you'll hear your changes 
incorporated as the original performance plays back. 


It -214 


- SHAPE DESIGNER 





hive iy 


In brief, you must “caprure” this MIDI dara while you’re still in che Transcription Tool by 
clicking Capture Time Dilation, Caprure MIDI Xpression, and Caprure Performance. Then, 
after you’ve transcribed the performance into notation, choose Auto Scart Time Dilation, 
Use Caprured MIDI Expressions, and Use Caprured Performance from the Playback 
Options dialog box (in the Playback menu). For a more complete discussion of captured 
MIDI data, see Tutorial 5 in Learning Finale. 
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Shape Designer. You can create your own shapes and symbols in Finale using the built-in 
Shape Designer. This eraphics mode generares serve! POsScips soces meaning that “ 
anything you draw will print cleanly and smoothly on a PostScript printer, though the 
computer’s relatively low-resolution screen may not represent it as clearly. For example, . 
you might create a glissando line, a harp pedaling diagram, or a doctedrline barline. You 
can also design rectangles to use as text enclosures when you’re creating Text Blocks, block 
rests to serve as multimeasure rests in extracted parts, and special shapes for use as custom 
stems. 
To create a shape for use as a marking in the score, you acc 

taff Expression or Score Expression Tool (see “Expressions: Statf Expressions” and 

“Expressions: Score Expressions”). (Other tools thar access the Shape Designer are outlined 


in “To enter the Shape Designer,” below.) 


the Shape Designer from the 





Click # your snape is an outine. 
Click to hide the salt 
square (Click to “room in’ 
or “zoom out" by 
Click if you want the outine filied in wrth 3 spectied amours. : 
i- 


black when primed on a PostSanpt painter. 


To ENTER THE SHAPE DESIGNER 
° Click the Staff Expression Tool (i (to place the shape in one staff) or the Score 
Expression Tool 4] (to place it in several or all staves). 


* Click on, abgye, or below the (for Staff Expression) or measure (for Score Expres- ie 


sion) to which you want to attach the marking. The Staff Expression or Score Expression 
“Selection box appears. 








ee _ 
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* Proceeding through the dialog boxes, click as follaws: shape, Create, *Shape ID*, Creare. 
You enter the Shape Designer. : 
While this is the roure you’ll most often follow, there are various other ways to enter the 
Shape Designer. For example, you can choose eters from th menu an 
“dick "Shape ID*. In the Special Tools window, you can click the handle of any note ; 
“wheat Custom Stem Tool (al is selected. When you choose Special Part Extraction 
from the Edit menu (or Print Parts from the File menu), click "Shape ID” in the Measure 
Rest Definition dialog box that appears. Or click Execute Shape (then click *Shape ID" * : 
and Creare) when you’re defining a Staff Expression or Score Expression for playback... -» 

~ te ow 
To CREATE A SHAPE ‘ 
« Enter the Shape Designer. See “To enter the Shape Designer,” on the previous page. 


You arrive ata sraphics window with sgn drawing com's Bone the left edge of the screen, 
some options along the bortom, coordinate boxes ar the lower right, and an Instruction 
Window ar the upper right. 
To creare a shape, you draw one line at a time. The kind of line you draw is determined 
by che tool you click. The direccion and length is determined either by your mouse lek 
before drawing the line or by the coordinates you enter in the 4 and Xes. 
Many of the controls in this window help you design your shape. For example, by 
dragging anywhere in the drawing window, you can move the entire shape to see your 
work berrer. Lf the shape is to be very large or very small, yow can “Zoom in” (or out) by 
clicking View, which allows you to specify a view percentage. Higher aumbers ma 
Your s28P5- Tf the small square handles get in your way, click Invisible Boxes to hide 
them. Finally, if you want Finale to display a ba ground grid with which you can 
visually align your work, click Grid. A box appears, letting you specify the distance 
; eo Pt. po | A Sic) 
Tool or the Dashed Line Tool if Heses ake these changes bef 
ai draw the line, If you don’t change the line thickness, the line will be one point 
ieee aboareree the thickness of a PostScript-prinred staff line. When you click the 
Line Thickness Tool, a dialog box appears, letting you specify the thickness of the line in 
Jrundeedths of a poins (heen ate 72 one pat Set If you want to draw a dotted line, 
the Dashed Line Tool, which brings up a dialog box letting you specify the lengths 
of the dashes (Dash On) and the space berween dashes (Dash Off), in hundredths of a 
poine. A dotted line will appear dotted on the screen unless it’s perfectly vertical {or made 
with the curve tool), in which case it appears as a solid line. On a PostScript printer, 
however, it will scill print as a dorted line. 
© Click the spot where you want the first line to end. You always tell Finale where the line 
will end before you draw it. , 
The first line you draw always begins at Che 2a a ea te ers 
Instead r clicking, you can also type numbers inro the X and ¥ b num 
are like pl; eomeny coordinates, measured in EvbUs 288 per inch). To draw a 
diagonal line at a 45 degree angle, for example, you must chink of = a line that slancs 
one inch up and one inch to the right from the origin point. So, you'd type 288 inro the 
X box (for one inch to the right), and 288 into the Y box (for one inch up). If you specify 
the line’s endpoint by clicking, the coordinates of the place you clicked appear in the x 
and Y boxes automatically. Don’t be overly concerned about the accuracy of your click— 
once the line is drawn, you can drag its handle to reposition ir. - 


: - Finale draws a line from 
the origin co the point you specified in the second step, wi the line characteristics you 
specified in the first step. Ac the same time, ir creates a new line of text in the , 
Mindqw (upper right of the screen). These are the actual RastScript ¢ ands that wi 


draw your shape. If you click the Curve Tool, Finale draws a Bezier curve, complete with 
two midpoint handles that you can drag to reshape che arc. 
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* Specify new line width and dash characteristics, if desired, and click (or enter coordinates 
for) the next line segment. Click the Line or Curve Tool. You can continue building a - 
shape in this way: specify the line characteristics, specify the next endpoint, click the tool. : 
Occasionally, you may need to “pick up your pen”—to move the active point (from 
which Finale will begin the zext line) without drawing a line, as you would if you were 


drawing a T shape. The process is the same: specify the desired location by clicking (or “” 
entering coordinates). Instead of clicking the Line or Curve Tool, click the Move Tool 4 
I (the top left icon). The “pen” moves to its new location without drawing a line. 

e If you want to incorporate a letter of the alphaber into the shape, set the font, specify the i 
location, and click the Character Tool [i to specify the letter or symbol. Up to this A 
point, we’ve been discussing only line segments and curves as elements of your shape. 

You can, however, incorporate text into the shape—for example, the letters g-/-i-s-s as ba 


part of a glissando shape. 

Click the Font Selection Tool §# (bottom right icon) to set the font and size of the text 

before creating the character or characters. (You can only have ope fgnrand size per tt 
shape, although you can have several-characters of sext-}- b 
Next, click (or enter coordinates for) the location of the letrer, and click the Move Tooi 

(top left icon) to move the active point to that spot, ready to draw the letter. Finally, click 

the Character Tool (bottom left icon) to choose the character. Type the character in the 

Character to Draw text box and click OK. The letter appears at the position you speci- 

fied. If you want to add other letters (if you’re building a word, for example), you don’t £ 
have to specify the location for each. If you click the Character Tool repeatedly, Finale 
automatically places each new character just to the right of the previous one. 


* If you make a mistake, click Undo. Undo only deletes your last operation, however. If 
you want to, you can change an element of the shape even after it’s too late to use Undo. 
The first step is to identify its instruction in the Inscruction Window. (If it was a curve, 
you'll see “Curve To”; if it was a line, you'll sce “Relative Line To”; and so on. Click the 
instruction itself in the Instruction Window to highlight it.) Or you can click an element’s 
handle—irs corresponding instruction becomes highlighted. 

Once the instruction is highlighted, click the Erase Tool 7] . The instruction and its corre- 
sponding graphic element disappear. In the same way, you can insert a graphic element 
between two existing ones. First, click (or specify coordinares for) the position of the 
element to be inserted. Next, click the handle (or the instruction itself) of the element 
before which you wish to insert something. Finally, click the appropriate tool. The line, 
curve, or other element is inserted into the shape. (A Finale shape has a maximum of 16 
instructions.) 

Finally, you can double-click certain instructions (such as Set Font, Sec Width, Set Dash, 
and Draw Character) if you want to edit the settings described by them. The appropriate 
dialog box will reappear. For example, if you decide to change the fone for some text you 
created with the Character Tool, double-click the “Ser Font” instruction. The Text Font, 
Size and Style dialog box appears, so thar you can select a different font. 





* To return a line to the origin (to complete an enclosure, for example), click the Complete 





osure Tool =. You don’t need to click the position for this line’s endpoint—it’s t 
ways the origin (the small white circle). For example, if you're creating a rectangular ie 
ws 


enclosure into which you wish to “pour” text for a text block, this should be your last 
step. It ensures that the shape you’ve drawn is completely closed. If you need to move the 
active point to the origin without drawing a line—before drawing a new spoke from a } 
center (origin) point—click the Return to Origin Tool @ . 

Click OK, then Select. A dialog box appears, letting you specify additional aspects of 
your new shape. Flip Stroke fills i the outline you created in the Shape Designer, so thar 
it prints on a PostScript printer as solid black. If you select Flip Seroke and Paint White, 
the shape will be filled solid white—useful for creating “cutour™ music, staves that end in 
mid-system, and so on. 
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If you select Use This Data, your shape will only have a single handle in the score—in. 
other words, you can Ptapenr cies tan saee Cae with Leck Shape, which 
permits you to drag the Haitdles of the expression to reshape it even after it’s in the scare, 
but prevents the shape from Being “stretched out® along with the music if Finale must 
slightly widen the measures to fully justify the system. For example, you’d want to 
specify Lock Shape for a fixed-shape symbol such as a harp pedaling diagram—but not 
for markings thar should stretch along with the music they affect, such as slurs, crescendo 
hairpins, or glissando lines. 

Click OK or Select in each dialog box to return to the score. 





Shape note music See “Note shapes.” 


Simile The expression simile, or sim., can be either a Staff Expression (if it only appears in one 
staff) or a Score Expression (if ir appears in more than one staff). 


TO PLACE A SIMILE MARKING INTO A SCORE 

* Click the Seaff Expression Tool (i (to place the marking in one staff} or the Score 
Expression Tool @! (to place it in several or all staves). 

* Click on, above, or below the note (for Staff Expression) or measure (for Score Expres- 
sion) to which you want to attach the marking. The Staff Expression or Score Expression 
Selection box appears. If the expression already appears in the list, double-click it and 
click OK. 

© Click Create. The Text Expression Designer appears. 

© Type “simile” or “sim.” Click Set Font to change the type style (the sizmile marking is 
often set in italic type, for example). 

© Click OK, then Select. The Expression Assignment box appears. If you’re creating a Score 
Expression, specify Individual Positioning, if you like. Or, if you want to specify the 
staves in which the mark is to appear, click *Scaff List*. See “Expressions: Score 
Expressions” for more information. 

* Click OK. 


TO MOVE OR DELETE THE SIMILE MARKING 

° Click the tooi (Score Expression or Staif Expression) that you used to create the marking. 

* Click the measure (Score Expression) or note (Staff Expression) the marking is attached 
to. Its handle appears. : 

Drag the handle to reposition the marking. Select it and press the arrow keys to “nudge” 
it for fine positioning. Select it and press Delete to remove it. 
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Simultaneous key signatures See “Multiple key signatures.” 
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Simultaneous time signatures See “Multiple cime signarures.” 





Sixteenth notes See also “Beaming.” 
You can enter sixteenth notes into the score with or without MIDI keyboard input. You can 
also change any existing note into a sixteenth note. You can change the beam angle of 
sixteenth notes, and specify places at which the sixteenth-note beam is to break independ- 
ently from the eighth-note beam. : 
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To ADD A SIXTEENTH NOTE (USING MIDI input) 


* Click the Speedy Note Entry Tool SS! . The SpeedOptions menu appears. Make sure 
there’s a check mark beside Use MIDI Keyboard. 


° Click the target measure. The editing frame appears. Position the insertion bar to the 
right of any existing notes in the measure. 

¢ Hold down a key (or keys) on the synthesizer and press the 3 key on the computer 
keyboard. Any pitches you played appear as sixteenth notes. 


To ADD A SIXTEENTH NOTE (wirHoutT MIDI spur) 

* Click the Simple Nore Entry-Tool [2]. The Simple Note palette appears. 

* Click the Sixteenth Note [4]. 

¢ Click where you want the note to appear in the score. A sixteenth note appears. 


TO CHANGE A NOTE’S DURATION TO A SIXTEENTH NOTE 

© Click the Speedy Note Entry Tool !=!, then click the target measure. The editing frame 
appears. 

* Press the righe arrow until the insertion bar is on the note whose duration you want to 
change. 

Press the 3 key. The note changes to a sixteenth note. 
Alternate method: Click the Simple Nore Entry Tool ‘2, click che Sixteenth Note 
it! | click the nore you want co change. 


See “Fonts,” “Nore size,” “Page size.” 
See “Glissando.” 


There are two ways to create a slur in Finale. The quick, easy way is to use a Smart Shape. 
A Smart Shape slur expands and contracts with the music and automatically breaks in two 
if ic straddles two staff systems. 

If you want to place identical slurs in more than one staff, place the slur as a Score 
Expression. 

Slurs and phrase markings technically serve different musical purposes. However, you use 
che same Finale rechniques to create both. In this discussion, the term slur refers to both 
kinds of markings. 


To CREATE A SLUR (SMART SHAPE METHOD) 

* Click the Simple Note Entry Tool (+! . The tool palette is replaced by ‘the Simple Nore 
palette. 

* Click the Over-Slur &! or Under-Slur Tool E14. 

* Position the cursor at the point where you want the slur to begin. The cursor has an 
arrow pointing to the staff to which the Smarr Shape is going to attach itself. 


* Double-click the mouse. On the second click, bold the button down and drag to the right 
until the slur is the desired length. As long as you hold the button down, you can keep 
moving the endpoint of the slur. If you press Shift before you double-click, the mouse 
will be “constrained” to horizontal or vertical movements so that you create a perfectly 


symmetrical slur. 
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To MOVE, RESHAPE, OR DELETE A SMART SHAPE SLUR 
If the slur you want co edit is already selected, it displays a bounding box, in which case 
skip co the instruction marked by the coda sign. 

* Click the Simple Note Entry Tool ©]. The tool palerte is replaced by the Simple Note 
palerte. 

© Click the slur tool you used to create the slur (Over-Slur or Under-Slur). A handle 
appears on every slur created by this rool. 

* Click the desired slur’s handle. The shape displays a bounding box, which is invisibly 
divided into four areas: 


Drag the cuner mackie 
ta change te arc, 





@ Drag the appropriate portion of the bounding box to move the whole slur or change its 
arc or its endpoints. [f you do any dragging while pressing Shift, the mouse will be 
“constrained” co horizontal or vertical movements. 

You can modify the slur in a few additional ways if you press CTRL while dragging. 
CTIRL-drag the upper middle section of an Over-Slur (or the lower middle of an 
Under-Slur) co reshape the slur asymmetrically. CTRL-drag che right or left outer 
sections to change the “sharpness” of the slur’s arc—drag away from the cencer of the 
slur to make the slur “fatter,” and drag inward to make ir more pointed. 


© Press Delete to remove the selected slur. Lf pieces of the slur still appear on the screen, 
choose Redraw Screen from the View menu. 


To SPECIFY THE DEFAULT APPEARANCE OF A SMART SHAPE SLUR 
If you find yourself modifying Smart Shape slurs in the same way every time you create 
one—decreasing the height of the arc, for example—you may prefer to simply predefine a 
certain arc height and curvature. 

* CTRL click either slur tool (Over-Star ©! or Under-Slur [1 ), The Initial Slur Sertings 
dialog box appears. 

° Specify a new defanit arc height and curve shape for Smart Shape slurs. You change the 
default arc height by changing the number in the Height text box. This number, meas- 
ured in EVPUs (288 per inch), specifies how deep the defaule stur’s arc should be, as 
measured from the “baseline” (the horizontal line defined by the slur’s endpoints). 

You can also make the slur’s arc “steeper” or “flarter” by editing the control poirt pull. 
This number, measured in EVPUs (288 per inch), specifies the amount by which you 
want to change the positions of the control points (see the diagram below), as measured 
from cheir defaule positions. Enter a positive number co move the control points toward 
each other, resulting in a sharper (steeper) slur curve. Enter a negative number to move 
the control points farther away from each other, resulting in a more bowed (flatter) slur 
curve. 
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* Click OK. From now on, any time you create a Smart Shape slur (by double-clicking and 
dragging, as described in “To create a slur (Smart Shape method],” above), ic will appear 
in the score with che default sertings you’ve specified. 


To copy SMART SHAPE SLURS 


Using the following technique, you can copy Smart Shape slurs from one place in the 
music to another, or from one staff to another. 


* Click the Mass Mover Tool GI. The Mass Mover menu appears. 

¢ Choose Copy and Replace, Move Only, and Measure Items from the Mass Mover menu. 
The Measure Items dialog box appears. 

© Click Smart Shapes. Click OK. You return to the score. 

© Select the region containing the Smart Shapes you want to copy. Click to select one 
measure, Shift-click to select additional measures, drag-enclose to select several on-screen 
measures, or click to the lefr of the staff to select the entire staff. You can also use the Set 
Selection command in the Mass Mover menu to select a large region without having to 
scroll. 

* Drag the first source measure so that it’s superimposed on the first target measure. If the 
first target measure is not on-screen, scroil until you see it. Then, while pressing CTRL 
and Shift simultaneously, click che first rarget measure. In either case, che How Many 
Times dialog box appears (unless you’re copying to a target measure directly above or 
below the source measure). 

* Type the aumber of times you want the Smart Shapes copied (horizontally). Click OK. 


To CREATE A SHAPE EXPRESSION SLUR 
While Smart Shape slurs are quick and easy co put into one staff at a ame, you may 
occasionally need to place an identical slur in more than one staff at once. If there are 
only cwo or three other staves into which you want to put the slur, copy the first Smart 
Shape slur inro the other staves with the Mass Mover (see “To copy Smart Shape slurs,” 
above), 

Lf you want to place identical slurs in many staves, use the Score Expression Tool. If 
DEFAULT.MUS is in place, or if you’ve loaded a Shape Expression Library, you don’t 
need to draw the slur in the Shape Designer. (Score Expressions, the Shape Designer, and 
Meratools are all discussed under che entries “Expressions: Staff Expressions” and 
“Expressions: Score Expressions.”) 

If you use this method, place Score Expression slurs into the score with Metatools. If you 
don’t, you may discover that every Score Expression slur in your pire is reshaped when 
you change the shape of any one of them. 

When you place a slur into the score with a Merarool, it initially appears in every staff. If 
you want co specify a subset of staves in which it’s to appear, Shift—double-click the 
shape’s handle. The Expression Assignment box appears, in which you can click *Scaff 
List® to specify the staves in which the slur is to appear. Again, see “Expressions: Score 
Expressions.” 

* Click the Score Expression Tool wi, Sails press CTRL-aumber. The number can be any of 
the numbers from 1 to 8. (You’re in the process of programming a Score Expression 
Metatool. You’ re going to assign the slur co the number key you just pressed.) 

The Score Expression Selection box appears. 


* Click Shape. [f DEFAULT.MUS is in place—or if you’ve loaded a Shape Expression 
Library—a selection of slur shapes appears. 

* If you see the slur you want in the palette, double-click it, click OK, and skip to the 
instruction marked by the coda sign. 


¢ If you don’t see the slur you want, click as follows: Create, *Shape ID*, Create. You 
arrive at the Shape Designer, where you can now create the slur shape. 
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« Enter 400 in the X box and click the Curve Tool ©. Finale draws a curve with four 
handles. By dragging these handles, you can create a preliminary shape for your slur. 

* Drag the middle handles to reshape the curve of the arc. Drag the right handle to move 
the endpoint. You'll find thar all handles to the right of the one you’re dragging also 
move. Therefore, make your adjustments beginning with the lefrmosr handle. 

© Click OK, then Select. You arrive ac the Shape Expression Designer dialog box. 

Click Make a Slur. This step ensures that the slur will have smoothly tapered ends when 
printed on a PostScripr printer. 

Click OK or Select in each dialog box to return to the score. You’ve now successfully 
programmed a Meratool. 

@ To place the slur in the score; hold down the number key corresponding to the Metatool 
you programmed and click the measure where you want the slur to begin. The slur 
appears. Drag its handles to reshape ir. (Press the CTRL key as you drag a handle to 
prevent che other handles from also moving.) To place other slurs in che score, repeat the 
instruction above (marked by the coda sign). 

You might consider programming two Score Expression Metatools—one for an over-slur 
and one for an under-slur. 


Sonata font The Sonata font, from Adobe Systems, is a PostScript music font. If you prefer, 


you can use Sonata instead of Petrucci as your Finale music font. Follow the steps below to 
tell Finale co compensate for differences in the placement of various characters in the 
Sonata fone. 

To use only selected elements of the Sonata font (instead of making it your primary music 
font), see “Fonts—To change a musical element’s font.” 


To uSE THE SONATA FONT INSTEAD OF THE PETRUCCI MUSIC FONT 
* Choose Data Check from the Edit menu. The Data Check dialog box appears. 
© Click Swirch Default Font, then click Do Selected Action. A font selection box appears. 
¢ Choose the Sonata font in the size you wane. Click OK. The “standard” Sonata font size 
is 24-point. 
© Click Done. If you decide to use the Sonata font instead of Petrucci, you may not be able 
zo print on non-PostScript laser printers, because the Sonata font—unlike Petrucci— 
includes special codes that prevent it from printing on printers that aren’t true PostScript 
devices. 
Finale makes che following adjustments to accommodate the Sonara fone 
Dialog box Serrings 
Special menu: Music Characters *First Up Flag*: Scroke is unchecked 
Special menu: Music Characters “First Up Flag*: At Origin.y is unchecked 
Special menu: Music Characters *First Down Flag”: At Origin.y is unchecked 
Special menu: Music Characters Flag Offser = 7 
Special menu: Clef Designer Use Aux is checked 


Song titles See “Tides.” 
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Soprano clef There are rwo clefs sometimes referred to as the “soprano clef.” In general, the i 
term refers to the treble or G clef (See “Treble clef”). 
Occasionally the term refers to an archaic clef, for which middle C is the bortom line of the 
staff. Although this isn’t one of Finale’s standard clefs, you can create ie using Finale’s Clef a 
Designer. See “Clefs” for full instructions for defining new clefs. 
my 


Spacing For instructions on changing the spacing of fixed musical elements (clefs, key 
signatures, and so on), see “Distances.” For information on setting page margins, see 
“Margins (page)” and “Page layout.” See also “Measure layout” (for instructions on 
arranging the measures on the page) and “Systems” (for information pertaining to the 
placement of systems on the page). 


To CHANGE THE SPACING OF SYSTEMS 
The distance berween systems (in Page View and in printouts) is derermined by the 
distance between the top of the music in Scroll View and the top of the window. The 
distance berween systems directly affeccs che number of systems that will fir on a page. 
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) © Choose Scroll View from the View menu, if Finale’s not already there. 
) * Click the New Staff Too! &!. 

* Choose Select All from che Edit menu, All staff handles are highlighred. 
) « To increase the space between systems, drag any handle downward. To decrease the 

space berween systems, drag any handle upward. You can also change the distance 

’ berween systems wich the Page Layout Tool (see “Page layout”). 
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The distance between the top staff and the top of the window in Scroll View (x) sets the distance between 
systems in Page View (and on the printouts). The smailer this distance, the mora lines of music will fit on 


the page. 
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To CHANGE THE SPACING OF STAVES WITHIN A SYSTEM 
You set the spacing of staves within a system with the New Staff Tool by dragging staff 
handles up or down. If you want to create multiple evenly spaced staves, set up your 
score by CTRL-clicking any staff handle with the New Staff Tool. Click Add in the box 
that appears. Specify the number of new staves and the amount of space from the top line 
of one to the top line of the next (measured in EVPUs, of which there are 288 per inch), 
and click OK. 


Click the New Staff Tool {@]. A handle appears on each staff. If you want to move 
more than one staff at once—for example, to move both staves of the piano part farther 
away from the vocal staff—select the handles of all the staves you want to move. (Shift- 
click to select an additional handle, drag-enclose to select a group of handles, and 
Shift-~drag-enclose to select an additional group of handles. The handles you select need 
not be on adjacent staves.) 

If you have many staves, you may want to change your View Percentage [View Menu] to 
some tiny percentage, such as 30%. More staves will fir on the screen, and you can select 
many more at a time. 


© Drag a selected handle up or down. If you've selected more than one handle, they all 
move when you drag any one of chem. (If you want greater accuracy in specifying the 
vertical location of a staff, CTRL-<click irs handle. In the box that appears, enter a new 
value in che Distance box, which measures the amount of space from the top line of chis 
staff to the cop line of the previous one {measured in EVPUs].) 


° 


To CHANGE THE SPACING OF THE MUSIC 
When you first enter music into Finale, its spacing is linear. A whole note occupies 
exactly the same amount of horizontal space as four quarter notes. When a piece of 
music is professionally typeset, the engraver uses a table of width measurements for 
various nore values to create nonlinear spacing, in which a whole nore is accorded less 
space than two half notes, two half notes occupy less space than four quarter notes, and 
so on. 

In Finale, these tables of width measurements are called Allounent Libraries. By spacing 
your music with the aid of an Allorment Library, you can create extremely professional- 
looking scores, in which measures are only as wide or narrow as they need co be. 


To LOAD AN ALLOTMENT LIBRARY INTO AN OPEN FILE 
If DEFAULT-MUS is in place {in the FINALE directory), the medium-width Allocnenc 
Library (Q = 3.5) is already installed. The following instructions apply only if you want 
ro use a different library. 

* Choose Load Library from the File mena. A dialog box appears, listing the various 
directories on your disk. Open the LIBRS directory. 

* Select an Allotment Library from the LIBRS directory by double-clicking it. The three 
Allotment Libraries provided with Finale are called ALOTQ3-0, ALOTQ3-5, and 
ALOTQ40. These numbers indicate the relative “wideness” of the allonment values. 
Music that’s been spaced using ALOTQ3-5.LIB will be “tighter” than music spaced with 
ALOTQ4-0.LIB. (These “Q” values describe the amount of space, in spaces, allotted to a 
quarter note. A space is a unit of measurement used in engraving that corresponds to the 
distance between two staff lines. In Finale, a space is equivalent to 24 EVPUs, of which 
there are 288 per inch.) 





To USE AN ALLOTMENT LIBRARY FOR MUSIC SPACING 


Click the Mass Mover Tool 84! . 


e Select the music you want respaced. In general, you’ll want to choose Selecr All from the 
Edit menu, so that all staves are highlighted. (If you select only one staff, for example, 
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you could ger unexpected results, because the respacing Meratools ser the measure widths 
for all staves according to the spacing of the selected region. Thus if you select and 
respace measure 1 in the flure staff, char concains only a whole nore, the running eighth 
noces in measure 1 of another staff may be compressed and overiapping.) 

* While pressing the 3 key, double-click the highlighted region. This process takes time. 
When the Mass Mover’s “chuming truck” cursor disappears you'll find that your music 
has been carefully respaced according to the Allocment Library’s specifications. (You 
have just used a Mass Mover Merarcol—Meratool 3—which uses the Allounent Library 
to space your music on a beat-by-beat basis. You can also opt for Mass Mover Metatool 
4, which respaces on a note-by-note basis. The results of Metarool 4 are more precise in 
some cases, bur the affected music takes slightly longer to respace. For a full discussion of 
the two spacing methods, see “Entry Layout dialog box” in Finale Reference.) 





Speed For hints on speeding up Finale’s operations, see the final section of Learning Finale 
(“Making the Most of Finale”). 


Split points To specify a point at which a measure may split across a system (line) break, see 
“Measures—To split a measure across a line break.” 


You'll need to specify a different kind of split point when you use either of Finale’s real- 
time transcription tools (HyperScribe or the Transcription Tool) to transcribe a two- 
handed keyboard performance. Since the computer can’t “see” your hands, you must tell it 
how it should splic your performance onto the two staves. 


To SPECIFY A “KEY SPLIT” SPLIT POINT 
To enter HyperScribe, click the HyperScribe Tool. The HyperScribe menu appears. To 
enter the Transcription window, click the Transcription Tool, then click the measure- 
where the transcription is to begin. See “Real-time transcription (HyperScribe)” or 
“Real-time recording (Transcripdon Tool).” 

* Choose Split Point (from the HyperScribe menu) or By Split Point (from the Transcribe 
menu). A dialog box appears, letting you enter a number. The number refers to a specific 
key on your synthesizer. Middle C is key number 60. 


* Click Listen to MIDI. An X appears in the box. 

* Play the syathesizer key you want to designate as the split point for your transcription. If 
your MIDI equipment is set up properly, the X disappears and the number in the Split a 
Key Number box changes. (You can also type a number directly into the box.) When 
Finale transcribes your performance, all notes below the note of chat key will be put on 
the lower stath all notes above and including the specified key will be on the upper staff. 


* Click OK. 


To SPECIFY A MOVABLE SPLIT POINT (TRANSCRIPTION Toot ONLY) 


intend to transcribe doesn’t have any one split point—if the ranges of 


If the piece you 
g the piece aren’t completely distinct—you 


notes played by your right and left hands durin 
can use Finale’s Hand Width split point. Finale will split a cwo-handed performance onro 


the correct staves (usually treble and bass clef) by tracking the positions of your hands as 
they move up and down the keyboard. As long as there’s a discernible gap between your 
cwo hands at any given moment, Finale can adjust the split point on a note-by-nore basis 
automatically. ; 

* Choose Split Point: By Hand Width from the Transcribe menu. A dialog box appears. 

* Click Listen to MIDI, and play a one-hand-width interval on the synthesizer keyboard. 
Don’t necessarily play the widest inrerval you can reach. Instead, play the largest interval 
you played with one hand in the piece. Strike the two notes comprising your hand width 
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more or less simultaneously. The number in the Hand Width box, measured in half steps, 
changes to reflect the interval you played. (Instead of clicking Listen to MIDI, you can 
also enter a number directly into the Hand Width box.) 

* Click OK. If Finale still makes a few errors in the resultant transcription—for example, 
your hands were too close together for Finale ro rack them—use the Note Mover Tool 
to correct splic point errors (see below). 


To CORRECT SPLIT POINT ERRORS 
Occasionally, if there is no clear split point or if your hands cross, a HyperScribe or 
Transcription Tool transcription will contain left-hand nores in the upper staff or right- 
hand notes in the lower. Using the Nore Mover, you can restore the notes to the proper 
staves. ; 

» Click the Note Mover Tool &] . The Note Mover menu appears. 

* Choose Delete After Merge from the Note Mover menu. In other words, you'll delete the 
incorrectly split note from its current staff and merge it with the correct staff. 

» Click the measure containing the incorrectly split notes. A handle appears on each 
notehead. 

« Select the notes to be moved. Select one note by clicking irs handle, several adjacent noces 
by drag-enclosing them, or additional notes by Shift-clicking (or Shift—drag-enclosing) 
chem. 


» Drag any highlighted handle onto the target staff. You don’t have co drag it to any 
particular line or space, just drag it onto the correct staff. The notes appear on the 
correct lines or spaces of the new staff automatically. 


Split stemming Sce “Stems—To create a double or split stem.” 


Staccato The staccato mark (') is a Note Expression. If you've loaded a Note Expression library 
into your file (or if DEFAULT-MUS is in place), you don’t have to create the symbol. 


To CREATE A STACCATO MARK ON A NOTE 

© Click the Note Expression Tool Bi. 

* Click on, above, or below the note. The Nore Expression Selection box appears. (The 
location of your click determines the position of the resultant dor, so click squarely above 
the cenrer of the notehead [or below ir, if it’s a stem-up note}). 

* If the staccato mark appears in the selection box, double-click it. You rerurn to the score, 
where the staccato mark is attached to the note you clicked. 

* If you don’t see the staccato mark in the selection box, click Create. The Nove Expression 
Definition box appears. 

¢ Type a period (.). In the Petrucci music font, the period is che staccato mark. 

* Glick OK or Select in each dialog box to return to the score. When a staccato mark first 
appears in the score, it may be obscured by its own handle. Choose Redraw Screen from 
the View menu ro reveal the mark itself. 

If you have many staccato marks to create—for example, several measures of running 
eighth notes—you can avoid the dialog box altogether by assigning the staccato mark to 
a Metatool, which allows you to place a staccato mark every time you click. See “Expres- 
sions: Staff Expressions—To define a Note, Scaff, or Score Expression Meratool.” You 
may also wish simply to place a Text Expression, such as sempre staccato, under the 
staccato passage. See “Expressions: Staff Expressions” for full instructions on the crea- 
tion of Text Expressions. 
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To MOVE OR DELETE A STACCATO MARK < 
* Click the Note Expression Tool {3}, 
¢ If the mark’s handle isn’t visible, click the note to which it was attached. 


* Drag the handle to move the staccato mark. Select ir and press the arrow keys to “nudge” : re 
it for fine positioning. Select it and press Delete to remove it. If you delere the mark and ; 
i still appears to be on the screen, choose Redraw Screen from the View menu. 





To DEFINE A STACCATO MARK FOR PLAYBACK Q 
* Click the Note Expression Tool (31. If you haven’t yer placed the mark in the score, click 
any note you want to receive the mark. When the palette appears, click the desired > 
symbol and click Edit, then skip to the instruction marked by the coda sign. 
* Click the note to which the staccato mark is attached. A handle appears on the staccato 
mark, 
* Double-click the handle. The Note Expression Definition box appears. : 
@ Click the word Playback. The Playback Definition dialog box appears. 
* Click Time based, Alter Duration, and Value is Fraction. Type 1 and 2 into the first and 
second Bottom Note text boxes, respectively. You're telling Finale thar a note affected by _ 
this mark should last only half as long as it normally would. You can use any fraction 
you like instead of one half—just be sure to click Value is Fraction. ‘ 


* Click OK or Select in each dialog box to return to the score. 


. 
To coPY STACCATO MARKS (AND OTHER ARTICULATIONS) a 
See “Expressions: Note Expressions—To copy Note Expressions.” 


Staff See “Staves.” 


Staff groups Every staff in Finale can be assigned to a staff group. Grouped staves have ; 
several important characteristics. First, barlines are drawn continuously through the space 
berween the staves in a group. (You can break the barline between a particular pair of 
staves. See che next page.) Second, only grouped staves may be bracketed. Third, when 
you're extracting parts, the Split Orchestral File command gives you the option of 
extracting them group by group (instead of staff by staff), making it possible for pairs of 
staves (piano or harp, for example) to be extracted together. 








TO GROUP STAVES 

* Click the New Staff Tool {! . A handle appears on each staff. 

* Select the handles of the staves to be grouped. Shift-click to select more chan one handle, 
or drag-enclose as many handles as you want. Choose Select All from the Edit menu to 
select all handles (after which you can Shift-click the handle of any staff you want to 
exclude from the selected group of staves). 

+ Double-click any selected handle. The staves are now grouped. Finale draws continuous 
barlines through al! grouped staves. 


i 
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To UNGROUP A STAFF 
Using this technique, you can exclude a currently grouped staff from its staff group. 

* Click the New Staff Tool lI. A handle appears on each staff. 

« CTRL-click the handle of the staff you want to ungroup. The Staff Usage List dialog box 
appears. 


* Enter zero (0) in the Group text box. If you want to ungroup other staves while you're at : 
it, click Prev or Next to display their data, and repeat the process. i. 
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* Click OK. You return to che score, where the staves whose Group numbers you changed 
to zero are now ungrouped. 


To BREAK THE BARLINE BETWEEN GROUPED STAVES 

° Click the Staff Arribures Tool &. A handle appears on every staff. 

* Click the handle of the staff immediately below the desired break. The Scaff Artributes 
window appears. 

* Click Break Barlines then click OK. You return to the score. The barline is no longer 
drawn continuously through the space above the staff you clicked. Repeat this process 
for each grouped staff above which you want the barline to be broken. 


TO CORRECT STAFF-GROUPING PROBLEMS 
In the course of creating a score, you may have added or dragged staves berween existing 
staves in a group. Such changes could have unexpected results, especially concerning the 
appearance of your brackers. If a bracket doesn’t appear to be drawn correctly, you can 
usually solve the problem with this technique. 


* Click the New Staff Tool [! . A handle appears on every sraff. 

* CTRL -click a staff handle. The Staff Usage List appears. By clicking Prev and Next, you 
can view the staff usage information for each staff. This information includes each staffs 
number (determined by the order in which it was created, nor by its position in the 
score), its Group number (if it’s nor part of any staff group, irs Group is zero), and the 
distance between the top line of the staff and the top line of the preceding staff (measured 
in EVPUs, of which there are 288 per inch). You can edit any of this data directly. For 
example, you can deliberately exclude a statf from a group by changing its Group number 
to zero, if you wish. You can also use this box to specify a precise vertical position for a 
staff, by entering a new EVPU value in che Distance box. 

* Click Re-sorr. If staves were added or dragged “our of order” in the score, re-sorting will 
clear up the problem. 

© Click OK. 


Staff limes A scaff can have as many as 100 staff lines, or you can create a staff with xo lines. 
You can also set the thickness of all seaff lines if you plan to print on a PostScript printer._ 
If you're interested in making the staff lines closer together or farther apart, use the Reduce/ 
Enlarge Tool to change the overall size of the music, as described in “Reducing/Enlarging— 
To reduce or enlarge all the music on a page (or the entire piece).” Once that’s done, make 
the notes themselves smaller (or larger) relative to the staff by choosing Font Selection from 
the Special menu, clicking the Music button, and specifying a slightly smaller (or larger) 
point size for the music font in which they’re displayed. 
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If you’re printing on a non-PostScripr printer and you’ve reduced your music using che 
Reduce/Enlarge Tool, you may find that the printed staff lines aren't evenly spaced. Unfor- 
tunately, chis is a limitation of the printer itself. 


To SPECIFY THE NUMBER OF LINES FOR A STAFF 

© Click the Staff Attributes Tool 4. A handle appears on every staff. 

© Click the handle of the staff you want to modify. The Staff Actribures window appears. 

* Click Special Seaff. A box appears, letting you specify the number of staff lines. 

* Enter the new number of staff lines. You can enter any number berween -12 and 100. If 
you specify a number above 5, extra lines are added to the bottom of the staff. For 
numbers between 2 and 4, lines are subtracted from the bottom of the staff. If you type 
1, the resultant single staff line is the center line of the nortnal staff (the B line, if it’s the 


treble clef}. If you rype zero, no staff lines appear, bur Finale draws normal-height 
barlines (based on the height of a standard five-line staff). 
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If vou're creating a one-line staff, Finale lets you specify which “normal” line or space 
the single line should represent. If you rype -1, for example, the single staff line would be 
the top line of che standard five-line staff. Type -2 ro creace a single line corresponding to 
the second line from the top, and so on. 


Click OK twice. 

To SET THE STAFF LINE THICKNESS 
If you print on a PostScript printer, you can define the thickness of staff lines. (Finale 
draws ledger lines, staff lines, and barlines all che same thickness.) 

¢ Choose Format from the Spetial menu. The Format Variables box appears. 

* Click PS Variables. The PostScript Variables dialog box appears. 

« Enter a new value in the Def Line Width (float) box. The units are in points, of which 
there are 72 per inch. 

* Click OK twice. 


Staff names You can actually specify nwo “names” for every staff in a score: a full name (such 
as “Trumpet | in B-flac”), which appears in che first system of the score, and a second 
name (often abbreviated, such as “Tpe. 1”), which appears on all subsequent systems. 


To NAME A STAFF 

* Click the Staff Attributes Tool 4. A handle appears on every staff. 

* Click the handle of the first staff you want to name. The Staff Attributes window 
appears. 

« Enter the full name in the Staff Name box. Enter a secondary name in the Abbr. Scaff 
Name box, if desired. The full staff name will appear next to the staff in che first system 


of the score. The abbreviated staff name will appear next to the staff in all subsequent 
systems. [f you want to name additional staves, click the Next or Prev buttons. The Staff 


Attributes window will display the information for each successive staff so that you can 
repeat the procedure. 
* Click OK. 


To SET THE FONT FOR STAFF NAMES 

* Choose Font Selection from the Special menu. A dialog box appears, listing various 
elements for which you can set the font. 

* Click Name. The Text Font, Size, and Style dialog box appears. 

« Ser the font, size, and style for the staff names. Click OK twice. 


To REPOSITION STAFF NAMES RELATIVE TO THE STAFF 

© Choose Font Selection from the Special menu. A dialog box appears, listing various 
elements for which you can set the font. 

« Click *X Offser* (or *Y Offser*). A box appears, displaying an X next to the beginning 
of a staff. The X indicates the position of the first letter of the staff name. 

« Drag anywhere in the window to move the X. Click OK. If you prefer to specify a more 
precise position, you can enter positioning coordinates (measured in EVPUs, of which 
there are 288 per inch) directly into the *X Offsec* and *Y Offser* boxes. The *X 
Offser* determines the horizontal distance berween the beginning of the staff name and 
the left edge of the staff. The *Y Offser* determines the vertical distance between the 

_ bortom edge of the staff name (thar is, the baseline of the letters) and the top line of the 
staff. 

Click OK. 
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To HIDE A STAFF NAME (FULL SCORE) 

© Click the Staff Attributes Tool 4. A handle appears on every staff. 

© Click the handle of the staff whose name you want to hide. The Staff Artributes window 
appears. 

In the Don’t Draw section, click Name. Click OK. Finale remembers the staff name, but 
hides it unnil you click the Name check box again. 


To OMIT OR REPOSITION STAFF NAMES IN EXTRACTED PARTS 
If you want, you can tell Finale nor to display the names of the staves in the extracted 
parts, telling ir instead to place the staff name in a header on the first page, for example. 
(These options are only available when you’re extracting parts using the Split Orchestral 
File command in the File menu.) 


* Close any file you have open. 

* Choose Split Orchestral File command from the File menu. A list box appears, listing 
Finale files in the current directory. 

© Locate and double-click the name of the full-score file from which you want to extract 
parts. The Splir Orchestral Score into Parts dialog box appears. Specify the pathname 
(including the filename) and extraction criteria for the extracted parrs, as described in 
“Extracting parts.” 

© Click OK. The Alternate Page Formar for Parts dialog box appears. 

* Click Seaff Names (in the Don’t Draw section of the dialog box). By selecting this check 
box, you’ve told Finale not to display the staff name at all when it extracts the part. 
Continue with che part extraction in che usual way (see “Extracting parts—To extract 
parts into individual files”). 

You can also teil Finale to print the staff name as a header on the first page of each 
earacted part, instead. 

© Click Staff Name Headers. The Staff Name Headers dialog box appears. 

© Specify the exact position of the staff name header by entering aumbers in the X Offset 
and Y Offset boxes. These numbers, in EVPUs (288 per inch), specify the position of the 
first letter of the staff name header. The Y Offser is measured from the top page margin 
(a larger negative number moves the header farther down the page). The X Offser is 
measured from the left page margin (a positive number that increases as the header 
moves to the right on the page). 

* Choose 2 font, size, and style for the header by clicking the Set Font burton. 

© Click OK. You return to the Alrernate Page Format for Parts dialog box. Make your 
other selections for the part extraction, and click OK. Finale will princ the staff name on 
the first page of each extracted part in the position and font you specified. 


Staff size Any staff within any system can be larger or smaller than the other staves. For 


specific information on creating a cue staff, see “Cue notes.” For information on staff line 
alterations (such as specifying how many, their thickness, and their distance apart), see 
“Scaff lines.” 


TO REDUCE OR ENLARGE A STAFF 
You must be in Page View to reduce or enlarge a staff. 


* Click the Reduce/Enlarge Tool 1]. 

* Click to the left of the staff you want to resize. A dialog box appears, asking how much 
to resize the staff. 

¢ Enter the desired reduction or enlargement percentage and click OK. Another dialog box 
appears, allowing you to specify the region of systems in which you want this staff 
resized. 
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° Specify the region of systems you want to affect. To restore the staff to normal size, click 
the Reduce/Enlarge Tool (3) | then click to the left of the staff. When the dialog box 


appears, click Delete. 


Staff transpositions See “Transposing instruments.” 
Stage directions See “Annorative text.” 


Start and Stop Times See also “Swing.” 
Start Times and Stop Times refer to the actack and release of a note, respectively. They 
don’t refer to the notated durations of the notes. Instead, they relate those notated values to 
the captured MIDI data, Captured MIDI data is the MIDI information generated by your 
original performance in the Transcription Tool, betore it’s quantized and transcribed into 
notation. 

The rerms Start Time and Scop Time refer specifically to the difference berween the 
quantized duration of a note (that is, its srarting and ending points when given its full 
notated value) and your actual artack and release of the nore in your performance. In the 
figure below, the indicated Start Time is a positive number (because the nore was played 
slightly after che beac), and the Stop Time is a negative number (because the note was 


released slightly before the next beac): 
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The Start Time is the differance between the actual (performed) attack point and the notated (quantized) 
attack point. The Stop Time is the differance between the actual (performed) refease point and the notated 
(quantized) attack point. Note that these differences can be either positive or negative; Stop Time (a), 
above, is a negative number, but Stop Time (b) is positive. 


Start and Scop Times are measured in very small rhythmic increments called EDUs 
(ENIGMA Duracional Units), of which there are 1024 per quarter note. (A full rable of 
EDU equivalents appears in Appendix 5 of Finale Reference.) If you hold down each note 
with 1024th-beat accuracy, the Scart and Stop 


you play for precisely its nocated value, 
cween the quantized and the actual arrack 


Times will boch be zero, with no difference be! 
point of the note. Of course, no human can play that precisely. 


Staves This entry contains information on adding, moving, spacing, deleting, hiding, and 
recovering staves. See also “Staff lines,” “Spacing,” “Staff names,” “Staff groups,” and 


“Staff size.” 


To ADD A STAFF 

* Click the New Staff Tool [] . A handle appears on each staff. 

* Double-click where you want the new staff to appear. To insert a new staff berween 
existing staves, press Shift as you double-click. Finale will move all existing staves 
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beneath che new staff downward to make room. (Lf adding a staff berween existing staves 
disrupts the appearance of your brackets, see “Scaff groups—To correct staff-grouping 
problems.”) 


To MOVE OR DELETE A STAFF 

¢ Click the New Staff Tool (Si. A handle appears on each staff. 

« Select the handles of the staves to be deleted. Shift-click to select more than one handle, 
or drag-enclose as many handles as you want. Choose Select All from the Edit menu to 
select all handles (after which you can Shift-click the handle of any staff to exclude it 
from the selected staves). 

* To move the selected staves, drag any selected handle. To remove them, press Delete. If 
you delece staves by accident, your staves aren’t gone forever. See “To recover delered 
staves,” below. . 


To ADD EVENLY SPACED STAVES 

* Click the New Staff tool (Sl. A handle appears on each staff. 

* CTRL-<lick any staff's handle. The Staff Usage List box appears. 

* Click Add. A box appears, asking how many staves you want to add. 

¢ Specify the number of new staves and the amount of space berween them. The units in 
the Topline to Topline Distance box are EVPUs (288 per inch). This number measures 
the distance from the top line of one staff to the top line of the next. Because you’re 
moving down on the page, the number is negative. 


* Click OK. 


To Hme sTAvEs (SCROLL VIEW ONLY) 
By hiding the staves you’re not immediately editing, you can greatly reduce the cime it 
takes the computer co redraw the screen as you scroll through your score. 


* Click the New Staff Tool i . 

¢ Select the staves you don’t want to hide. Shift-click to select more than one handle, or 
drag-enclose as many handles as you want. Choose Select All from the Edit menu to 
select all handles (after which you can Shift-click the handle of any staff you want to 
exclude from the selected group). 

While pressing CTRL, choose one of the Staff Templates (1 through 4) from the View 
menu. You're programming a Staff Templare that, when selected, will dispiay only the 
selected staves. 

« To view the new configuration of staves, choose the Staff Template you programmed 
from the View menu. A quicker way is to nore the keyboard equivalent for the desired 
Staff Template (F7-F10). By pressing F6, you restore all staves to the display. By pressing 
the keyboard equivalent for your Scaff Template, you rehide the desired staves. You can 
repeat this process with other configurations of staves (the other three Scaff Templates), 
which gives you a total of five instantly available staff configurations. Finale prints all 
staves, no matter which ones are visible in Scroll View. To omit staves in printing, see 
“Hiding staves—To hide staves for printing.” 


To RECOVER DELETED STAVES 
Finale keeps track of every staff that’s ever a part of a piece—even after you delete it. 
You can restore the music co the piece at any time, even after the file has been closed. 


« Choose Data Check from the Edit menu. The Data Check dialog box appears. 


« Select Deleted Staves and click Do Selected Action. A dialog box appears, asking what 
you want to do with the deleted staves. (While Finale’s retension of your deleted material 
serves as an effective safety net while you’re working on a file, it also increases the size of 
your file. If you're certain you’re never going to use any of the deleted music again, click 
Deleted. Finale permanently discards all the staves it’s been retaining.) 


M- 232 





ree 


i 
a 


F: 


ff. 


z 


re 





Pita 


% 
i" 


Pie 


>. STEMS 





* Click Appended. Finale displays a counter. When the number increases slowly, Finale is 
reconstructing your delered staves. As soon as the number starts increasing rapidly, 
Finale is finished. 

* Click the mouse. You return to the Data Check dialog box. 

* Click Done. Finale restores the deleted staves to the boctom of the score. You can either S 
copy the music on chem to other staves (see “Copying music”), or you can drag the . 
appended staves into new positions in the score (see “To move or delete a staff,” above). 

There’s an alternate way to recover a deleted staff if you know its staff member. (To find 

our a staff's number, click the Staff Arcribures Tool 4, then click the staff's handle. is 
You'll see the staff number at the top of the dialog box.) To recover a staff using this 
method, create a blank staff in the score. Click the New Staff Tool iG! chen CTRL- 
click the new staff's handle and change the Scaff Number (displayed in the resulting 
dialog box) ro thar of the deleted staff. Click OK. The music from the deleted staff now 
appears on che previously blank staff. In effect, you’ve told Finale thar the previously 
blank staff is the staff you deleted. 


Stems This entry contains information on stem direction, length, position, thickness, and shape. 
See also “Scemiess notes.” 


To FLIP A STEM 

* Click the Speedy Note Entry Tool EBl , and click che target measure. The editing frame 
appears. 

* Use the arrow keys to position the insertion bar on the aoe whose stem you want to flip. 
Make certain you're in the correct layer (if you've entered music in Layer 1 and Layer 2) i 
and the correct voice (if you’re using Voice 1/Voice 2). Press Shift-apostrophe {") to 
change layers, and press the apostrophe key alone to change voices. 

© Press the L key to freeze the stem up, or Shift-L to freeze it down. When a stem is 
“frozen” up or down, it’s no longer free to change directions if ir gets cransposed. To . 
restore a stem to its “floating” status, position the insertion bar on the note and press 
CTRL-L. (If pressing the L key doesn’t seem to work, make sure your Caps Lock key 
isn’t down.) 
You can also flip a stem in the Special Tools window. Click the Special Tools Tool a, 
then click the target measure. Click the Freeze Seem Tool 4. A handle appears above and 
below every stemmed note. Click the appropriate handle (upper or iower) to flip a stem : 
in that direction. ‘ ‘ 








To FLIP ALL STEMS IN A REGION IN ONE DIRECTION 
© Click the Mass Mover Tool &l , and select the region to be affected. You can select one 


measure by clicking, additional measures by Shift-clicking, a screenful by drag-enclosing, ? 
an entire staff by clicking to the left of it, or the entire piece by choosing Select All from : 
the Edir menu. If you want to affect the stems in only one layer, make sure that layer is a 
selected (displays a check mark in the Edir menu), then choose Show Only Current Layer 
from the Edie menu. ei 
* Choose Modify Entries from the Mass Edit menu. A dialog box appears. é 
# Click Freeze Stems. Click Up or Down. a 
© Click OK. All stems in the selected region are now “frozen” in the direction you specified. ! 
i 
To CHANGE “FROZEN” STEMS BACK TO VARIABLE-DIRECTION STEMS 
Click the Mass Mover Tool (3) , and select the region to be affected. You can select one E 
measure by clicking, additional measures by Shift-clicking, a screenful by drag-enclosing, Ee 


an entire staff by clicking to the left of it, or the entire piece by choosing Select All from 
the Edit menu. If you wane to affect the stems in only one layer, make sure thar layer is 
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selected (displays a check mark in the Edit menu), then choose Show Only Current Layer 
from the Edit menu. 


* Choose Modify Entries from the Mass Edit menu. In the next dialog box, select Scrip 
Reverse, Split, Double and. Freeze Stemming. 
* Click OK. The stems in the selected region are no longer “frozen” in one direction. 


To CHANGE STEM LENGTH ON A NOTE-BY-NOTE BASIS 

* Click the Special Tools Tool &, and click the target measure. You enter the Special 
Tools window. 

© Click the Stem Length Tool (2). A handle appears on every unbeamed stem. 

° Drag the desired handle up or down. As you drag, che stem length changes. To restore the 
stem to irs original length, click the handle and press Delete. : 

* Close the Special Tools window (Double-click the Conatrol-menu box, upper left). 


To CHANGE STEM LENGTH GLOBALLY 
Choose Format from the Special Menu. The Format Variables dialog box appears. 


* Change the numbers in the Length boxes for Stem Variables. These numbers ser the 
lengths of note stems, measured in lines and spaces. (Ser the values to 0 if you'd like 
stemless notes.) The number in the first box is the length of a normal stem. The number 
in the second box specifies the (usually shortened) length of a stem that’s been flipped in 
the “wrong” direction, on a note one line (or more) away from the middle staff line. 


Stem Variables 
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© Click OK. 


To CHANGE THE POSITION OF THE STEM RELATIVE TO ITS NOTEHEAD 


There may be times when you want to change the way a stem attaches to its nore, 
especially when you’re working with alternate norebeads (slashes, diamonds, and so on). 

© Choose Stem Connections from the Special menu. The Stem Connections dialog box 
appears. 

© Select the notehead shape for which you want to specify a new stem connection arrange- 
ment by clicking *Symbol*. Double-click the shape from among those displayed in the 
palette that appears. You return to the dialog box, where Finale displays the System 12- 
point equivalent of the notehead shape in the *Symbol* text box, regardless of the actual 
font you’ve chosen. 

© Specify che horizontal and vertical positioning of the stem relative to the alternate 
notehead. The numbers in the Up Adjust and Down Adjust boxes specify the vertical 
position of the base of the stems on upstemmed and downstemmed notes, respectively, 
for the alternate notehead shape you've specified. They’re in EVPUs (288 per inch), as 
measured from the stem’s position on standard noreheads. A positive number moves the 
base of the stem upward (thus shortening the toral length of the stem). 
The numbers in the Up Push and Down Push boxes specify the horizontal position of the 
stems on upstemmed and downstemmed notes, respectively, for the alternate norehead 
shape you've specified. They’re in EVPUs (288 per inch), as measured from the stem’s 
position on standard noteheads. A positive number moves the stem to the right. 
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© Click Prev or Next to view the stem connection dara for the previous or next notehead 
shape, respectively. Because adjusting the position of every stem on every altemate 
notehead slows down your computer, Finale gives you the option of disabling the special 
stem positioning you've specified. You can then enable these special connections just 
before you proofread and print. 

* Click Enable or Disable. If you click Enable, you recurn to the score, and Finale displays 
any changes you made to notehead stem connections. A check mark appears beside the 
Stem Connections command in the Special menu. If you click Disable, you return to the 
score, where no changes are displayed. Finale does remember the stem connection 
changes you made. To view them, choose Srem Connections again from the Special menu 


and click Enable. ' 


To CHANGE THE THICKNESS OF STEMS 
If you plan to print on a PostScript printer, 
stems. 

» Choose Format from the Special Menu. The Format Variables dialog box appears. 

¢ Click PS Variables. The PostScript Variables box appears. 

« Enter a new aumber in the Stem Line Width (float) box. The units are in points, of which 
there are 72 per inch. (The default setting for stems is half a point.) 

* Click OK rwice. You won't see any changes on the screen. Your PostScript printouts, 
however, will reflect the new stem thickness. 


you can change the thickness (width) of the 


To DRAW COMPLETELY NEW SHAPES FOR STEMS 
You don’t have to use a simple vertical line for a stem. You can customize stems by using 
any shape you can draw in Finale’s Shape Designer. This feature is particularly useful in 
creating “splayed” stemming for note clusters—for example, you might have a stem with 
three spokes extending to a Cb, C, and C$ struck at the same ime. 

« Click the Special Tools Tool BI , and click the target measure. You enter the Special 
Tools window. 

* Click the Custom Stem Tool (al. A handle appears at the base of each stem. 

¢ Click the handle of the stem you want to change. In the box that appears, click Create. 
The Shape Designer appears. 

* Draw the new stem’s shape. For instructions on the use of the Shape Designer, see “Shape 
Designer.” As you draw, remember thar the round white dot you see in the Shape De- 
signer—the origin—will appear at the base of the notehead, where the stem is normally 
connected. 

¢ When you're finished, exit 
original stem, click the mor 
custom stems in a measure, 
below). 


the Shape Designer by pressing Enter twice. To restore the 
dified note’s handle and press Delere. Once you've created 
you can copy the stem information to other measures (see 


To CREATE A DOUBLE OR SPLIT STEM 
‘A double stem is a second stem, pointing in the opposite direction from the nore’s 
original stem. A note with a double stem often signifies two voices in unison. 

* Click the Special Tools Tool @) , and click the target measure. You enter the Special 
Tools window. 

« Click the Double/Split Stem Tool 4]. A handle appears on every notehead in the 
measure. Another appears above the staff, and another below. 

© To create a double stem, click the handle below any note or chord. A second stem appears 


on the nore you clicked, no matter which way the original stem pointed. To restore the 
note to its original single-stemmed status, click the lower handle again so that it’s no 


longer highlighted. 
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Once you've creared a chord with a double stem, you can create split stemming within 
the chord, giving the effect of a separate inner voice. 

* To create a split stem, click the handle of each notehead you want to be attached to the 
upper stem only. Each notchead you click joins the upper stem. The remaining notes are 
attached to the lower stem. To restore a note to its original stem, click the split stem 
handle again so thar ir’s no longer highlighted. 

* Double-click the Control-menu box (upper-left corer). You return to the score. 


To CREATE REVERSE STEMS 
A reverse stem is one thar’s drawn on the “wrong” side of its notehead. It’s encountered 
most frequently in conjunction with cross-staff notes. See “Reverse stems.” 


To COPY CUSTOM STEMMING TO OTHER MEASURES 

© Click the Mass Mover Tool Bl. 

* Choose Move Only from the Mass Mover menu. 

Choose Entry Items from the Mass Mover menu. A box appears, listing individual 
musical elements. 

* Click Stem and Beam Alterations. Click OK. 

« Select the source measures (the ones containing the custom stems). You can select one 
measure by clicking, additional measures by Shift-clicking, a screenful by drag-enclosing, 
an entre staff by clicking to che left of it, and additional staves by Shift-clicking ro the 
left of each. 

© Drag the first source measure so that it’s superimposed on the first target measure. Unless 
you're dragging to a measure directly above or below the source measure, the How Many 
Times box appears. 

* Specify the aumber of times you want the stemming information to be copied. Click OK. 


To REMOVE CUSTOM STEMMING FROM A REGION 

* Click the Mass Mover Tool [& . 

¢ Select the measures in which the modified stems appear. You select one measure by 
clicking, additional measures by Shift-clicking, a screenful by drag-enclosing, or an entre 
staff by clicking to the left of ir. 

* Choose Erase from the Mass Edit menu. 

« Proceeding through the dialog boxes, click as follows: Only the Selected Items, Entries, 
Only the Selected Items, Stem and BeamAlterations. Click OK twice. 


Stemless notes Music with stemless notes (noceheads only) appears in plainchant and some 


hymn scores. In Finale, the stems can be hidden either globally or on a note-by-note basis. 
See also “Stems.” 


To CREATE STEMLESS NOTES GLOBALLY 

¢ Choose Format from the Special menu. The Formac Variables box appears. 

e Enter zero (0) in both Length boxes for Stem Variables. Click OK. No stems appear 
anywhere in the file. 


To CREATE STEMLESS NOTES ON A NOTE-BY-NOTE BASIS 

* Click the Special Tools Tool #4, and click the target measure. You enter the Special 
Tools window. 

* Click the Custom Stem Tool [d]. A handle appears on each note. 

* Click the handle of the desired note. A Shape Selection box appears. 
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Click Create. The Shape Designer appears. 

* Click OK ewice. In effect, you've created a stem that consists of nothing. 

* Close the Special Tools window by double-clicking the Control-menu box (at upper left). 
To restore the original stem, click the modified nore’s handle and press Delete. Lf you va 
have several measures requiring stemless notes, you can copy the “no-stem” information 
onto other notes. See “Stems—To copy custom stemming to other measures.” See also 
“Stems—To remove custom stemming from a region.” = 


Step-time music input (Simple Note Entry) Finale provides several methods for 
entering music quickly and accurately, one note or chord at a time. You can use either the 
Simple Note Encry Tool, which doesn’t require a MIDI keyboard, or the Speedy Note Entry 
Tool, which can be used with or without a MIDI keyboard. See “Step-cime music input ; 


(Speedy Note Encry).” 


To ENTER MUSIC WITH THE SIMPLE NOTE Entry Toot (No MIDI) 


* Click the Simple Note Entry Tool |’. The tool palerte is replaced by the Simple Note 

palerte. You'll use the note value icons displayed on this palette to specify the rhythmic 

values of both notes and rests. 

The Simple Nore palerte and the normal Finale cool palette are actually both part of one 

continuous scrolling palerte. If you position che mouse pointer near the top of the palerte 

and drag upward (or near the borrom of the palette and drag downward) the enure tool 

palerte will scroll. - 
* Click the desired note (rhythmic value) icon in the palerte, then click the staff, A note 

appears at the pitch you licked. To build a chord, click another pitch above or below the 

firse note. If you press Shift while clicking the staff, a rest of the selected rhythmic value 

appears {if you Shift-click a note, it furns into a rest of the selected rhythmic value). 

Similarly, if you click an existing rest, it becomes a note (of the selected rhythmic value, = 

at whatever pitch you clicked). In any of these instructions, you can hold down one of 

the number keys on your keyboard as you click instead of clicking a duration icon. The 

table below also appears on your Quick Reference Card. 








Nu Vv Duragon 

1 64th Note 

2 32nd Nore 

3 16ch Nore 

4 8th Note 

5 Quarter Noce 

6 Half Nore ; 

7 Whole Nore i. 
* To delere a note you just entered, click its notthead. In other words, if you click a note L 

while the icon of the same duration is selected, the note disappears (if it’s part of a chord) oe 

or becomes a cest (if it’s a single note). 2 
+ To change the rhythmic value of a nore, click the icon representing the new value, then i 

click the note. To change the rhythmic value of a rest, select the desired rhythmic-value i 

icon, then Shift-click the rest. : 
To delete a nore, click the Eraser [2] , then click above or below the note. The note i 


disappears. If you click on a notehead that’s part of a chord, only that note disappears. If Lb 
you click a single notehead, it tums into a rest. If you click a rest, ic disappears. : 
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* To raise or lower a note by a half step, click the Half Step Up Cor Half Step Down icon 
, then click che note. Use the same technique with the Whole Step Up it! or Whole Step 
Down ‘1! icons to add accidentals thar raise or lower a note by two half steps (that is, to 
double-flar or double-sharp a nore). If you Shift-click the note, parentheses appear 
around the accidental. 

¢ To remove any accidentals from a note, click the Remove Accidental icon Be], then 
click the notehead. 

¢ To tie a note to the next one, click the Tie icon i! , then click the notehead. To tie 
every note of a chord, click irs stem. 

Click the notehead (for a single nore) or the stem (for a chord) to remove the tie. 


© To dot a note, click the Dor icon C1, them click the note. Click repeatedly to add 
multiple dors. To remove the dots, click the original rhythmic value icon, chen click the 


949 


aT 
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note. 

¢ To change a note to a grace nore click the Grace Note icon (1, then click the note. Click 
the nore again to restore it to full size. 

© Click the Exat icon =! to rerarn to the full tool palerte. See “Slurs,” “Crescendo/ 
Decrescendo,” “8va/8vb,” and “Dorted lines” for information about the remaining tools 
in the palerte (the Smart Shape Tools). You can rearrange the Finale tool palette (see 
“Tool Palerte” in Finale Reference). When you do so, remember that you can include any 
icons from the Simple Note Entry Tool among the standard tools, For example, you may 
wish to keep the Eraser or the Slur tools handy in the “main” tool palerte. 
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Step-time music input (Speedy Note Entry) With the Speedy Note Entry Tool, 
you can enter music in step-time very efficiently, using the synthesizer to specify the pitch of 
each nore and the computer keyboard to specify the duration. 


To ENTER MUSIC WITH THE SpeeDY Note Entry Toot (wire MIDI 

© Click the Speedy Nove Entry Tool §! , and click the first measure into which you want 
to enter music. The editing frame appears. 

© To enter 2 note or chord, hold down the desired key or keys on the synthesizer and press 
a number key on the computer keypad corresponding to the desired rhythmic value. The 
diagram below also appears on your Quick Reference Card. If you press a number key 
without holding down any synthesizer keys, a rest of the specified value appears. If you 
want to insert a nore, chord, or rest before che insertion bar, press Shift as you press the 
number key. Press the period key to dot the nore (you can add multiple dots by repeating 
this action). 
If che next few notes you want to enter are part of a teplet (a triplet, quinrupler, and so 
on), press CTRL-number, where 3 means triplet, 5 means quintuplet, and so on. Finale 
responds by placing a small “3” (or whatever number you pressed) in the corner of the 
editing frame. The next notes you enter will automatically be grouped into a tuplet. (If 
you want to create an uncommon tuplet—such as 11 in the space of 2—press CTRL-1. 
The Tuplet Definition dialog box appears, in which you can specify exactly what kind of 
tuplet you want to create.) See the Quick Reference Card for the complete Speedy Note 
Enrry Table. . 


« To change the rhythmic value of a note or rest, position the insertion bar on it and press 
the number key corresponding to the desired value. Move the insertion bar either by 
pressing the right or left arrow keys or by clicking the desired note. If Finale presents the 
“There are too many beats...” alert box when you change a nore’s value, click “Leave 
them alone.” To prevent it from reappearing before you’re ready, exit the editing frame 
by pressing zero (0) and choose Clip to Measure from the SpeedOptions menu, so that it 
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no longer displays a check mark. The alert box will now only appear when you try to 
exit the editing frame of a measure with too many beats, instead of appearing the 
moment you create an extra beat. 

¢ To add a note to a chord, position the insertion bar on it, position the crossbar at the 
desired pitch, and press Enter. You can also doubie-click the line or space where you 
want the new note to appear. 

¢ To remove a note, chord or rest, position the insertion bar on it and press Delete. To 
remove a single nore from a chord, position both the insertion bar and the pitch crossbar 
on the notehead and press Backspace. 

«To change a rest to a note, position the insertion bar on it, position the crossbar at the 
desired pitch, and press Enter. This method can also be used to add a note to an existing 
chord. You can change a single note (not a chord) to a rest by positioning the insertion 
bar and crossbar on ir and pressing Backspace. 

¢ To move a note vertically or horizontally, drag it. Press the Shift key as you drag to 
constrain the dragging direction. If you want to move a whole chord, double-click ir. On 
the second click, keep the mouse burton pressed and drag. 

¢ To make a rest draggable, position the insertion bar on it and press the Asterisk (*) key, 
then drag the rest. Press the Shift key as you drag to constrain the dragging direction. If 
you press the Asterisk again, the rest will jump back to ics default, “frozen” position. 
Voice 2 rests are always draggable (and the Asterisk will nor cause a Voice 2 rest to jump 
back to its default position). You can’t drag a defaule whole rest. 

+ To hide a nore or rest, position the insertion bar on it and press the lerrer O key. Press 
the O key again co display the note or rest again. (If pressing the O key doesn’t work, be 
sure Caps Lock is off.) 

+ To flip a stem, press the L key (for stem up) or Shift-L (for stem down). This process 
freezes the stem up or down, so that it’s no longer free to flip if, for example, ir gets 
cransposed. To restore the note to its original “flippable” srarus, press CTRL-L (If 
pressing the L key doesn’t work, be sure Caps Lock is off.) 

« To raise a note by half steps, position both the insertion bar and the crossbar on it and 
press the plus (+) key. The minus (-) key lowers the note by half steps. Boch keys only 
apply accidentals to an existing nore, and won’t actually move the note higher or lower 
on the staff. You can add up to seven sharps or flats to a note. 

° To change a note to its enharmonic equivalent, position both the insertion bar and the 
crossbar on it and press the 9 key. If the pitch crossbar isn’t squarely on a notehead, 
Finale changes the “spelling” of all notes in the chord each time you press the 9 key. 

* To hide an accidental, position both the insertion bar and the crossbar on it and press the 
asterisk (*) key. If no accidental is displayed, the asterisk key forces a courtesy accidental 
to appear. For parentheses, press the P key. If you've hidden an accidental, press the 
asterisk key again to display it again. 

To create or break a beam, position the inserti 
press the slash ( /) key. If the notes were flagge: 
were beamed, the beam is broken (and the notes are in 

beamed to any other notes). 

¢ To switch layers (from Layer 1 to Layer 
switch voices (from Voice 1 to Voice 2, or vice versa), 
For a more complete discussion of multiple voices, see “Multi 

* To advance to the next measure, press the right bracket (]) key. Pressing the left bracket 
(() key moves the editing frame to the previous measure. Press Return to move down a 
staff, or Shift-Rerum to move up a staff. 


on bar on the second note of the pair and 
d separately, they’re now beamed. If they 
dividually flagged, if they’re not 


2, or vice versa), press Shift-apostrophe {"). To 
press the apostrophe key alone. 
ple voices.” 
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To ENTER MUSIC WITH THE SPEEDY NOTE ENTRY Toot (No MIDD 

You can also use the Speedy Note Entry Tool to enter music in step-cime without using a 
MIDI keyboard. Use the aumber keys on your keypad to specify the durations of notes, 
just as you normally would. Bur, to specify the pitches, press the letter keys to move the 
pitch crossbar instead of using the MIDI keyboard. With practice, this method of “typing 
in the music” can become extremely quick and precise. You can also use the arrow keys 
to change pitch. . 

Click the Speedy Note Entry Tool Bi. The SpeedOptions menu appears. 

© Choose Use MIDI Keyboard from the SpeedOpcons menu. The check mark next co the 
command should disappear. 

Click the first measure in which notes are to appear. The editing frame appears. 

Press a letter key on your computer keyboard to specify a pitch. Then press a number key 
(corresponding to a rhythmic value) to create a note. The lecter keys on your keyboard 
have been assigned pitch values in three octaves, as shown in this diagram: 








If you want to access a lower register, press the letter I key, which shifts the encire alpha- 
key pitch mapping down an octave. Press the comma (,) key to shift the entire keyboard 
up an octave. In either case, you can restore the letter keys to cheir original octave by 
pressing the K key. To help you remember, think of it this way: press the key (I, K, or 
comma) that’s in the row of letter keys you want to contain the middle C octave. 

For 2 table showing the assignment of rhythmic values to the number keys, see “To enter 
music with the Speedy Nore Entry Tool (wich MIDI),” previous page. These tables also 
appear on your Quick Reference Card. All other aspects of non-MIDI Speedy Note Entry 
are the same as described above in “To enter music with the Speedy Note Entry Tool 
(with MIDI,” including changing a note to a rest, manipulating accidentals, and so on. 


Strum See “Rolled chords.” 
Suppressing Staves See “Optimizing staves.” 
Sustain pedal See “Pedaling.” 


Swing See also “Set Swing Ratio dialog box” in Finale Reference. 
The most common convention is to notate “swung” eighth notes as standard eighth notes, 
with the “Swing” marking above the score (usually on the first page, with the tempo 
marking). Finale follows this convention in transcribing real-time performances. 
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To NOTATE SWING PERFORMANCES (HyYPERSCRIBE) 
* Click the HyperScribe Tool @& . The HyperScribe menu appears. 


* Choose Tap Duration from the HyperScribe menu. The HyperScribe Tap Duration box 
appears. Select the tap duration and division in the usual way (see “Real-time transczip- 


er 







tion [HyperScribe]”). r 
* Click Float Quantizing. The Float Quantizing box appears. t 
* Click Non-timed Tuplet, then click Float. With Floating Quantization tured on, Finale 
will notate swung eighth notes as normal eighth notes, bur will accurately notate triplets f 
if you play them. It’s a good idea to tell Finale beforehand exactly how you want the i 
triplers notated—whether or noc they should have a bracker or slur, and so on. Instruc- 
tions for defining the default taplet appearance can be found under “Tupiers.” e 
i 
‘. 


To NOTATE SWING PERFORMANCES (TRANSCRIPTION TOOL) 
You can also transcribe swing performances with the Transcription Tool. The process is rc 
similar, but the steps are slightly different. £ 
* Click the Transcription Tool (Gl , then click the measure at which you want the transcrip- 


tion to begin. You enter the Transcription window. o 
* Record your performance in the usual way. See “Real-cime Recording (Transcripnion i 
Tool)” for complete instructions. 
* Choose Floating from the Transcribe menu. The Floaring Quantization dialog box cs 
appears. (When you specify Floating Quantization, it makes no difference what quantiza- { 
tion level is selected in the Transcribe menu.) 


™y 


° Click Non-timed Tuplet, then click Float. With Floating Quantization ramed on, Finale 
will nocate swung eighth notes as normal eighth-nore pairs, but will accurately notate any 
triplers that occur. Again, you can tell Finale beforehand exactly how you want the 
triplets notared—whether or nor they should have a bracker or slur, and so on. 
Instructions for defining the default tupler appearance can be found under “Tuplers.” 

* Continue the transcription process in the usual way. Again, see “Real-time Recording 
(Transcription Tool)” for complete instructions. 


Pots 
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Syncopation When Finale transcribes a real-time performance, you can specify how it should 
handle syncopation. For example, depending on the circumstances, you might prefer each 


of the following norations of the same syncopation: 


S——— = 


*Sattened” syncopation notation 
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Tied syncopation notation 


Finale decides how co nocae such syncopations based on two factors: the time signanure 
and the Soften Even Beat Duration Breaks option. 


To ELIMINATE TIED-NOTE SYNCOPATIONS 
If the current meter‘is based on the quarter note (the time signature has 4 as its denomi- 
nator), you can ask Finale to write eighth note syncopations as eighth-quarter-eighth 
rhythms (as shown at right in the example above) instead of two tied eighth nore pairs (at 
left, above}. You must specify these options before you record. 


*« Choose Options from the Special menu. A dialog box appears. 
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* Click Soften Even Bear Duration Breaks. Click OK. You’ve just told Finale to “soften” 
syncopations of every even beat (second and fourth bears). 
If the meter is quarter-note-based (the time signacure has a 4 as its denominator), you can 
use the same principle to “soften” quarter note syncopations—to play a quarter-half- 
quarter rhythm, for example, as shown in the right example below. 
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e 
Default quarter-note syncopation "“Sottened” quarter-note syncopation 


Change the meter to cur time (or another half-nore-based meter) before recording. See 
“Time signatures” for full instructions. Finale will then norate both eighth-note and 
quarter-note syncopations in the “softened” form (as shown at right in the example 
above.) When you're finished cranscribing, you can change the meter back to its original 
quarter-noce-based time signature, if necessary. 


System (line) breaks Finale automatically chooses the most logical measure at which to 
create system breaks. You can, however, create any system breaks you wish, even if they 


occur in the middle of measures. 


To CREATE A SYSTEM BREAK 
You can specify any measure to begin a new system, no matter what the measure layout 
may be in other systems. 

© Click the Measure Arributes tool (3). A handle appears on each barline. 

© Double-click the right barline handle of the measare you want to begin a new system. In 
effect, you click the barline after the one thar will be ac the system break. The Measure 
Artributes box appears. 

© Click Start a New System of Staves. Click OK. 

Choose Recale Music from the Edit menu. The measure you specified now begins a new 
system. It will ahways begin a new system, no matter how the page layout may change. Be 
careful how you use this technique, since it could result in unusual measure widths 
preceding the affected measure {for example, the preceding single measure could stretch 
across an entire system). 





™ 
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To MOVE A MEASURE TO THE PREVIOUS (OR NEXT) SYSTEM 
Before you perform this or any significant page layout action, make sure you choose 
Recale Music from the Edic menu. (If you're in Page View, make sure you choose Recalc 
Music while you’re viewing the first page, since Recale Music only affects the region 
from the current page to the end of che piece.) 

* Choose Page View from the View menu if Finale’s not already there. 

: * Click the Mass Mover Tool (I , then click the measure you want to move. If you need to 

we move more than one measure—the last cwo on a line, for example—click the first 
measure of the group to be moved. 

* Press the Up or Down arrow key. If you press the Up arrow key, the selected measure 
(and any that precede it in the system) move to the previous system. If you press the 
Down arrow key, the selected measure (and any that follow it in the system) move co the 
next system. In either case, Finale then recalculates the music automatically . 

This procedure locks the affected measures into measure groups. A measure group is a set 
of measures whose positions are fixed, so thar even if the arrangement of other measures 
changes, those in a group will remain together in the same system. Nor will they be 
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affected by furure measure-rearranging commands such as Recale Music or even Start a a 





New System of Staves (see “To create a system break,” above). The only way to remove 

measure groups from the piece is to choose Recale Music from the Edit menu while r 

pressing Shift. i 
r 


To SPLIT A MEASURE ACROSS A LINE BREAK 
There may be times when you need to break a very long measure in half because it’s too 
long to fit on a single system. The following instructions allow you to create a measure 
that may break at che end of a system, but only if Finale thinks it’s necessary. ” 

* Click the Measure Attributes Tool {]. A handle appears on every barline. = 

Double-click the barline handle at the end of the measure you want to split. The Measure if 
Attributes window appears. ° ~ 

* Click Provide Split Points. Click OK. When you return to the score, a new handle appears : 
ar the boctom of the barline you clicked. 

* Click the new bottom handle on the selected barline. A special “split-point rectangle” 
appears above the measure. . 

© Double-click in the split-point rectangle. A handle appears. Drag it horizontally to tell 7 
Finale precisely where it may break the measure, if necessary. Double-click in as many ‘ 
places as you wish to specify all permissible splice points. To remove a split point handle, 
click ir and press Delete. 

* Choose Recale Music from the Edit menu. You won't see the effects of your split point f 
until you choose Recalc Music. ; 
Again, note that this process only creares a potential split point. Finale decides whether . 
or not to break che measure when you choose Recalc Music from the Edit menu, based a 
on the current widths of the measures in the system. [f you want to force Finale to break 
the measure, you can use the Mass Mover Up/Down arrow technique to force one part of 
the measure or another onto the previous or next system. See “To move a measure torthe 


previous (or next) system,” above. 


Systems A systern is one line of music across the page, including all che staves that comprise the f ; 
staff system. This entry contains instructions for spacing, indenting, moving, and resizing t 
systems. See “Page layout” for information on setting initial system position and size set- = 


tings. See “System (line) breaks,” “Measure layout,” or “Page curas” for further instruc- 
tions on laying out che measures that constirute systems. For instructions on omitting empty 
staves from a system (when printing orchestral scores, for example), see “Optimizing 





staves.” 

To CHANGE THE SPACING OF SYSTEMS 
The distance between systems (in Page View and in printouts) is determined by the i 
discance berween the top of the music in Scroll View and the top of the window. The i 


distance berween systems directly affects how many systems will fic on a page. 


© Choose Scroll View from the View menu, if Finale’s noc already there. 


* Click the New Staff Too! 
© Choose Select All from the Edit menu. All staff handles are highlighted. re 
To increase the distance berween systems, drag any handle downward. To decrease the b 


distance berween systems, drag any handle upward. 
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The distance between the top staff and the top af the window in Scroll View (x) sets the distance between 
systems in Page View (and on the primtouts). The smaiier this distance, the more lines af music will fit on 
ine page. 
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To INDENT OR MOVE A SYSTEM 
It’s common practice ro indent the first system of a piece—nor only for aesthetic reasons, 
bur often to allow room for long staff names to be written out in full The following 
instructions show you how to indent or move a single system. [f you want to indent all 
systems, a berrer method would be to simply increase the page margin. See “Margins 
(page)” for full instructions. 

* Click the Page Layout Tool &] . Finale switches to Page View, if ir’s noc already there. 

* Click the page containing the system you want to change. You enter the Page Layour 
window. Make sure Global Adjustment isn’t selected in che Page Layout menu. 

° Click Seaff Systems. Each system is represented by a dotred-line reccangle. 

¢ Drag the upper-left handle of the desired system to the right (to indent the system) or 
down (to move the system—and all subsequent systems—downward). Drag the lower- 
right handle to the left (to shorten the system) or down (to create extra space beneath ir). 
Unless you turn off Avoid Margin Collisions in the Page Layout menu, Finale won't let 
you drag a system on top of another one. Instead of dragging, you can enter EVPU values 
directly into the number boxes (there are 288 EVPUs per inch). These boxes control the 
system “margins” as follows: 
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The system margins are the distances between each edge of the system and the page margin (on the ngtt or 
left} or the next systam (above or beiow). Usually the Top, Left, and Rignt system margins are zero, becausa 
gach system neatly abuts the page margins (or the system above it). The bottorn system margin—the small 
amoum of space between the bottom of one system and the beginning of the next—detaults to ~200 (about 4 
inch). In the figura above, ail of these default values have been changed to illustrate their affects on your page 


layout. 


When you're viewing Staff Systems, you'll notice a boldface number on each system. 
These are simply co help you identify each system, so thar you'll be aware if the system 
layout has shifted. The number at the bortom of the screen (measured in EVPUs) 
represents the additional space needed to fit the next system onto the page. In other 
words, if this number is 288, you need to creace one more inch of space on the current 
page in order for the following system (the first one on the next page) to be “pulled” 
onro the current page. 

* To restore a system to its original size and position, click its handle, then click Default. 
To edie system positioning on another page, click Prev or Next. 

* Choose Recalc Music from the Page Layout menu. 

* Click OK to exit the Page Layout window. 


To FORCE A SYSTEM ONTO THE NEXT PAGE 
Use the following technique if you’re laying our the pages of your piece and find thar you 
need to force the last system on one page to the top of the next page. 

© Click the Page Layout Tool I. Finale switches co Page View, if ir’s not already there. 

© Click the page containing the system you want to move. You enter the Page Layour 
window. Make sure Global Adjustment isn’t selected in the Page Layout menu. 

© Click Scaff Systems. Each system appears, represented by a dorted-line rectangle. 

* Drag the lower-right handle of the second-to-last system downward just enough to force 
the last system off the page. In effect, by creating additional space beneath the second-to- 
last system, you force the last system onto the following page. 

» To restore the system you dragged to its original size (thus restoring the target system to 
its original page), click its handle and click Default. 
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To REDUCE OR ENLARGE A SYSTEM 
You must be in Page View to reduce or enlarge a system. 


* Click the Reduce/Enlarge Tool fl. 

© Click to the left of and between two staves. A dialog box appears, asking how to resize 
the system. Click Hold Margins if you want to reduce {or enlarge) the music itself but not 
the system margins, thus increasing (or decreasing) the number of measures that fir on a 
line. Click Close up Space if you want to tighten up (or expand) the space berween this 
systern and the next, proportional to the reduction {or enlargement). 

Enter the desired reduction or enlargement percentage and click OK. Another dialog box 
appears, allowing you to specify the region of systems to be affected. 

© Specify the region of systems you want to affect. The measure widths will probably 
appear uneven at first. 

* Choose Recale Music from the Edit menu. To restore a system to its original size, click 
the Reduce/Enlarge Tool and click to the left of and berween two staves. When the dialog 
box appears, click Delete. 


To OMIT EMPTY STAVES FROM A SYSTEM (OPTIMIZING) 
See “Optimizing staves.” 
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Tablature You can use Finale to create standard tablature (for guitar or banjo, for example). 
Tablature is a special kind of noration for plectrum instruments. The Finale method 
involves nwo staves: the top staff displays the notes in standard notation, and the bottom 
staff has a staff line for each string of the instrument and displays small numbers instead of 


noteheads (ro indicate fret numbers). 
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The following instructions show you how to construct a tablacure “staff.” A complete 

) tablarure system template (blank Finale file) was provided with your Finale package. It’s 
GTRTABL.MUS in the TEMPLS subdirectory in your FINALE directory. You'll probably 

y find it easier to open this template than to construct a tablarure system from scratch. 


- 


In the instructions below, the term notation staff refers co the upper staff, and tablature i 
staff refers to the lower “ seaff.” (In fact, the lower “staff” is composed of several one-line 


staves, placed very closely rogether—one for each string of the instrument.) 


To CREATE TABLATURE NOTATION : 
 Notate the instrument’s music on a normal staff (the notation staff) in the normal way. If < 
you're using the tablarure template provided with your Finale package, you won't need cof 
to construct the special tablarure “staff”. Skip to the instruction marked by the coda sign. 
» Click the New Staff Tool @! , and CTRL-click the staff's handle. The Staff Usage List 
dialog box appears. 
Click Add. Another dialog box appears. 
« In the Number of Staves text box, enter the number of strings on the ustrument for = 
’ which you're creating tablature. For a guitar (six strings), enter 6. For a five-string banjo, : 
enrer 5. For a tenor banjo, enter 4. : 
’ ° In the Topline to Topline Distance text box, enter -28. You're specifying, in EVPUs (288 ; 
’ per inch), the distance you want berween each of the resultane “staff” lines (of the 
tablature staff). The value -28 is only an example, which provides slightly more space 
, berween staff lines than the usual staff-line distance (24 EVPUs) to make room for the 
frec numbers. You can increase or decrease this number. (It’s a negative number because 
r it specifies how far below the previous staff each new one should appear.) 
« Click OK. You rerum to the score, where you see a rangle of superimposed staves. If 
U there are several staves in the score, the new staves are at the bottom of the system. If the 
] 
’ 








notation staff was the only staff you'd created, the new staves hang just below it, 


overlapping ic slighdy. 
Don't panic—and don’t click anywhere on the screen yet. 
ra 





© Click che New Staff Tool (BI, and carefully drag-enclose the bottom handles—but stot the L, 
’ top handle, which is the handle of the noration staff. If you’re preparing guitar tablarure, ua 
select the bottom six handles. If you’re creating five-string banjo tablature, select che 
’ borrom five handles, and so on. is 
’ The handles of the staves that will become the tablature staff should now be highlighted. L 
+ Carefully drag any one of the selected handles downward until they’re clear of the he 
y notation staff. If che cluster of staves was at the bortom of the score, drag it upward until - 
’ ir’s just below the notation staff (but leave a space berween the staves). “ 
« Double-click any of the selected handles. Double-clicking a selected handle groups the : 
’ staves, so that the barline is drawn continuously through the group of staves. i: 
’ . 
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© Click the Staff Anributes Tool &, and click the top tablature staff's handle (the first 
handle in the cluster). The Seaff Artributes dialog box appears. You're about ro make a 
series of settings in this dialog box chat will cransform the existing five-line staff into a 
special one-line staff, representing a single scring of the plectrum instrument. 

%In the Don’t Draw section of the dialog box, select the following: Score Expressions, 
Endings and Text Repeats, Measure Numbers, Time Signatures, Clefs, Name. 

© Click Special Staff, enter -1, and click OK. 

Click Blank Empty Measures. 

© Click Tablarure. The Tablacure dialog box appears. In this box, you’ll specify the picch of 
the open string thar this one-line “staff” represents. 

« In the Base Key text box, enter the MIDI key number corresponding to the pitch of the 
open string whose “staff” you’re creating. In the MIDI key numbering system, middle C is 
60, C3 is 61, and so on. The open pitch of the highest guitar string is E above middle C. 
Therefore, its Base Key value is 76. 

Here is a table of the Base Key values for the six “staves” (strings) of a guicar: 


Guitar song “Base Key” number 
E string (high) 76 
B string 71 
G string 67 
D sering 62 
A scring 7 
E string (low) $2 


«In the Y Offser box, enter the descent value for the fret number. This number specifies the 
placement for the fret number Finale will automatically generate. It’s the distance, in 
points (72 per inch), berween the cop line of the staff (the only line, in this case) and the 
baseline (bottom edge) of che number. You might enter ~4 for a standard 10-point font, 
for example. The idea is to center the fret number vertically on the staff line. 

© Click Set Font. Specify the font, size, and style for the fret aumber, and dick OK twice. 
You remurn to the Staff Accributes dialog box. You’ve just completed the adjustments for 
the first line of the tablature “staff.” 

© Click Next. You're now viewing the Staff Artributes dialog box for the second “staff line” 
of your tablature staff. Repeat the last eight steps (beginning with the instruction marked 
by the & symbol) for the remaining “staff lines” of the tablature staff, remembering to 
enter an appropriate Base Key (open string) value for each. 

* Click OK. You return to the score. The tablature staff is now complete. Now copy the 
music onto it from the noration staff. 

@ Click the Note Mover Tool (Bl . Choose Copy and Replace from the Note Mover menu. 

© Click the first measure of the notation staff that you want to be notated on the tablarure 
staff. A handle appears on each notehead in the measure you clicked. 

* Drag-enclose all the handles whose notes you'll want played on the bottom (lowest) string 
of the plectrum instrument. You can also select nonadjacent notes by Shift-clicking their 
handles. 

The selected handles appear highlighted. 

¢ Drag any of the highlighted handles directly down onto the bottom “staff line” of the 
tablature staff. Finale substirutes a fret number for each of the notes you dragged. The 
numbers appear in the fone and with the placement you specified in the Tablature dialog 
box. 

If che note you drag ro the staff line is too low for the string to play, it won't appear at all 
on the staff line. 
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 Drag-enclose (or Shift-click) all the handles whose notes you'll want played on the next 
(second-lowest} string. Drag the highlighted handles directly down onto the next “staff 
line” of the tablature staff. Repeat the process with che remaining notes in the measure, 
and with the remaining measures in the piece. 


Tempo (for playback) This entry includes information on setting actual tempos for 


playback. To create metronome marking tempo indications («= 120), see “Metronome 
markings.” See also “Tempo markings.” 

For information regarding tempo fluctuations while recording or cranscribing a real-time 
performance in the Transcription Tool, see also “Playback” and “Real-time recording 
(Transcription Tool).” 


To SET THE INITIAL PLAYBACK TEMPO 
The tempo you set with this procedure is the default starting tempo that Finale uses when 
it plays back your score by “reading” the nocated, quantized music. If your score is a 
transcription of a performance you recorded with the Transcription Tool, you also have 
the option of hearing a playback with the actual tempo ‘of che original performance, 
including any fluctuations, regardless of the default tempo (that you will set in che 
following instructions). For a more complete discussion of this process (called capturing 
MIDI data), see “Playback.” 

* Click the Playback Tool [?!. The Playback menu appears. 

* Choose Playback Setrings from the Playback menu. A dialog box appears. 

¢ Enter the starting tempo in the Scart Tempo box. The number you type in here is the 
standard metronome setting (quarter notes per minute}. 


¢ Click OK. An identical Scart Tempo box also appears in the Parameters dialog box 
(choose Parameters from the Special menu). You can set the starting tempo in cither Box. 


To MODIFY THE PLAYBACK TEMPO 
At any point in the score, you can insert a functional tempo marking (such as Presto or 
Adagio) thar will actually change the tempo during playback (see “Tempo markings”). 
For gradual tempo changes, see also “Accelerando” and “Rallentando.” 


Tempo markings A tempo marking in Finale can be purely graphic or it can be defined for 


playback. Several of these markings have been predefined and stored in a Text Expressions 
Library. If you load such a library (or if DEFAULT.MUS, which already contains these 
markings, is in place), you won’t have to create the markings. 

Once these Text Expressions have been loaded into your file (or created), you can place 
them into the score as Staff Expressions or Score Expressions. 


TO PLACE A TEMPO MARKING IN THE SCORE 
© Click the Score Expression Tool FI (to place the marking in several or all staves)-or the 
Staff Expression Tool (#] (to place it in one staff). 


* Click on, above, or below the measure (for Score Expression) or the note (for Staff 
Expression) to which you want to attach the marking. The Score Expression or Staff 
Expression Selection box appears. 

Click Create. The Text Expression Designer appears. 

* Type the text for the tempo marking. You can enter Allegro, Moderato, or whatever 
marking you desire. Click Set Font to change the type style (italic, for example). (To 
create metronomic tempo markings, such as - =60, see “Metronome markings.”) 

* Click OK or Select in each dialog box to return to the score. The tempo indication 
appears in the score. 
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To MOVE OR DELETE A TEMPO MARKING 

* Click the rool (Score Expression ! or Staff Expression [#1 ) that you used to create the 
tempo marking. 

« Click the measure (Score Expression) or note (Staff Expression) to which the ternpo 
marking was attached. Its handle appears. 

Drag the handle to move the tempo marking. Select it and press the arrow keys to 
“qudge” it for fine positioning, Select it and press Delete to remove it. 


To DEFINE A TEMPO MARKING FOR PLAYBACK 

« Click the tool (Score Expression or Seaff Expression) that you used to create the tempo 
marking. [f you haven't yet placed the marking in the score, click any note (Staff 
Expression) or measure (Score Expression). When the selection box appears, click the 
desired marking, click Edit, click Playback, then skip to the instruction marked by the 
coda sign. 

© Click the measure (Score Expression) or note (Staff Expression) to which the tempo 
marking was attached. Its handle appears. 

* CTRL-Shift—double-click the handle. The Playback Definition box appears. 

@ Click Tempo, then enter a number in the Set To Value box. The number you type into 
the Set To Value box is a standard mecronome setting (in quarter notes per minute). In 
other words, you've just defined the Text Expression to change the playback tempo to 
this serting whenever che marking appears in the score. 

The number in the Set To Value box normally refers to a quarter-notes-per-minute 
setting. Lf the tempo setting you're defining ts based on some other note value (a half 
nore, for example), you can let Finale know by clicking Use ‘AuxDara 1 (ar the bortom of 
the window). Enter the EDU equivalent of this basic duration v: 
text box. There are 1024 EDUs per quarter note, so you’d enter 2048 to indicate a half 
note pulse. To indicate a tempo of 120 eighth notes per minute, therefore, you'd enter 
512 in the Use AuxData box and 120 in the Set To Value box. 


© Click OK or Select in each dialog box to rerurn to the score. Any ime Finale encounters 
the expression you've just defined when it plays back your score, the tempo will change 
to reflect the expression’s playback definidon. 


Text blocks A text block can be almost any piece of text: a note to the conductor, a page of 


dialogue, performance instructions, or even an extra verse of lyrics. You can place block 


text, in any font and size, anywhere in the score. 

Don’t use this method for placing one-line musical annotations such as Allegro, “With 
feeling,” or ocher musical markings. Instead, use Score or Staff Expressions for such 
markings (see “Expressions” or “Tempo markings”). Likewise, don’t use this method to 
create running headers, titles, or other one-line text that is to appear on more than one 
page. Use the Header/Footer Tool instead (see “Titles” or “Page numbers”). 


Text blocks in Finale have two elements: the text itself, ani 
of the text block). Most of the cime you'll probably want the layout definition to bea 
simple rectangle, but the layout definition can be any fully enclosed shape. You can even 
create a second, inner enclosed shape, and “ pour” the text around it (to create a donut 
effect). You can design your own layour definition or, by choosing Load Library from the 
File menu, you can load TEXTLAY.LIB (cext layout definition library) provided with 
Finale, which conrains a selection of predesigned enclosure shapes. 
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To CREATE A TEXT BLOCK 

« Click the Text Block Tool @). There are cwo kinds of text blocks. The first is a measure 
text block, which you create in Scroll View and remains attached ro its measure (even if 
the measure changes position im the score). The other is a page text block, which you 
create in Page View and remains in a fixed position on a specified page (regardless of 
how the music around ir is repositioned). To add a measure text block, perform the 
following steps in Scroll View. To add a page text block (which won’t show up ar ail in 
Scroll View), perform the following steps in Page View. 

© Click the measure (or double-click the page, if you’re in Page View) where you want to 
place a text block. The (Measure/Page} Text Block Assignment box appears. 

° Click *Text Block/Layout Definition Group ID*. In the next box, click *Text Block”. 
Finale’s text processor appears. 

Type in the text. Your text appears in this window. 

While you should ser the primary font for the text block from the Font Selection com- 
mand (Special menu), you can use the Set Fonr burton within this window to create font 
changes within che text (you might want to set a stage direction in italics, for example). 
Select the cext whose font, size, or style you want to change by dragging through it with 
the mouse (so that the desired text is highlighted). Click Set Font. Finale displays the Text 
Font, Size and Style dialog box, from which you can choose a font variation and click 
OK. When you recur to the text processor, Finale adds some coded fonr instructions for 
its own use at the location of each font change—something like “*font (Helv) size (12).” 
These codes won't appear in the score. 

* Click OK. You rerum to the Text Block/Layout Definition Group box. Finale has placed 
a number in the *Text Block” box, referring to the text you’ve just creared. 

* Click *Layour Definition*. The Layouc Definition Selection dialog box appears. If you’ve 
loaded a Layout Definitions Library, those enclosure shapes appear in this window. If 
you'd rather not create your own shape, double-click the one you want, and click OK or 
Select in each dialog box to return to the score. 

* Click Creare. In the next box, click *Main Shape*, then dick Create. You're now in the 
Shape Designer, where you can design the invisible enclosure that will contain the cext of 
your text block. In the following steps, you'll create a simple rectangular shape (which is 
probably what you'll want most of the time). 

¢ Drag the gray handles so that the bounding box is the size and shape you want for your 
layout shape. If your text block needs to be larger than the Shape Designer display area, 
click View. You can “zoom out” by typing a smaller percentage into this box, so that 
your view of the shape will fit on the screen. For a text block that’s as large as the page 
itself, for example, you may want to view at 25%. 

Because the bounding box itself is a rectangle, you don’t even need to use any of the 
Shape Designer drawing tools to create your rectangular layout shape. You can create 
ary enclosed shape—a triangle, a circle, a diamond—to contain the text of your text 
block. For a more complete discussion of the Shape Designer, see “Shape Designer.” 


* Click OK, then Select. You return to the Layout Definition box, where—by clicking the 
Text check box—you can see the text in its new layout for the first ime. The white 
round handle moves the shape while you're in this window. The black round handle 
shows you where the text block’s handle will be once it’s in the score. Make sure the 
black handle is on the edge of, or within, the text itself, so that it will be easy to find once 


it’s in the score. 

Click the View button to change the degree of magnificatio: 
of the justification options for the text within its rectangle: 
right), Centered (each line centered within the layout shape), 
and left margins). You can also specify the line spacing (leading) 
dialog box” in Finale Reference for a more detailed discussion 0 


n. You may also choose one 
Left (flush left), Right (flush 
or Full (touching boch right 
. See “Layout Definition 
£ the options in this box. 
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¢ If you wish to insert a “cutout” shape around which the text will be “poured,” click 
*Curouts”, then click Create. Again, you’re in the Shape Designer, where you can draw a 
new (smaller) shape thar will fir inside che main shape. As before, if che cutout shape is ro 
be a rectangle, you can simply drag the gray bounding box handles so thar the bounding 
box itself is che appropriate size and shape. You don’t need to use any of the Shape 
Designer cools. If your curour shape is more complex than a simple rectangle, see “Shape 
Designer” for full instructions. 
When you’re designing the cutout shape, keep in mind thar the small white circle, the 
origin, will be superimposed on top of the origin of the main shape. When the text 
appears in the score, ic will fill in around the cutour shape. When you’re finished designing 
the shape, click OK cwice. You can repeat this Process up to three dimes, creating as many 
as four cutout shapes within your text block. To specify which of the four possible curour 
shapes you want to create or edi, click i in the appropriate Cutouts rext box before clicking 
*Curouts”. 


Click OK or Select in each dialog box to rerurn to the score. * 


To MOVE OR DELETE A TEXT BLOCK 
Make sure you’re in the same view (Page or Scroll) you were in when you created the text 
block. 

* Click the Text Block Tool 9) . If you're in Page View, a handle appears on each text block 
created in this view. Lf you’re in Scroll View, you have to click the measure to which the 
text block was originally attached. Only then will its handle appear. 

¢ Drag a text block’s handle to move it, or click the handle and press Delete to remove the 
text block. If you're having trouble finding a text block’s handle, here are two tips. First, if 
you're in Page View, the text block in question might be a measure text block, created in 
Scroll View. If thar’s the case, its handle won’t appear at all in Page View. If you're sure 
you’re in the correct view, consider the possibiliry thar the handle is off the screen 
(because a handle isn’t always in che same place as its text). Try “zooming our” by 
choosing View ac 50% from the View menu (or by choosing View at X% from the View 
menu, and entering an even smaller value). No matter how small the music gers, the 
square handles are always the same size, so a text block handle should be easy to spor if 
the music is reduced. 


TO MAKE ROOM (BLANK SPACE) FOR A TEXT BLOCK 
If you’re placing an annotation in a score, you may have to move some music out of the 
way. You can make an entire page at a time blank, or you can just move some of the 
music to make room. 

© Click the Page Layout Tool !&) . Finale swirches to Page View, if it’s not already there. 

© Click the page on which you want to make room. You enter the Page Layout window. 

¢ If you want to clear all music from the page, click Blank Page. Finale pushes all the music 
from this page onto the next page (and so on for subsequent pages of music to the end of 
the piece, where it creates a new page to compensate). You can never lose music by 
clicking Blank Page. 

If you want to make room above, below, or between systems, click Staff Systems. Locate 
the system just above the text block insertion point, and drag its lower-right handle down. 
When you drag the lower-right corner of a system downward, all systems that follow are 
pushed downward as well, creating a blank space below the dragged system. Feel free to 
indent systems, move them up or down, or position them as you want to make room for 
the text block. 

Click OK. 

© Choose Recalc from the Edit menu. 
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TIES ! 





Textbooks See “Annotative text.” 


Ties You can alter the arc height and endpoints of any tie in Finale. You can also globally change f 
the appearance of all ties. d 


To ADD OR REMOVE A TIE (SimpLe Note Entry) 

* Click the Simple Note Enery Tool (2). The tool paletre is replaced by the Simple Nore fl 
Entry Palette. 

© Click the Tie icon 1, then click the first note of the tied pair. mi 
A tie appears. If you click the stem of a chord, a tie appears on every note in the chord. If |. 
you click a single notehead, only thar note receives the te. (You can remove a tie by ; 7 
clicking the nore or chord again.) 





To ADD OR REMOVE A TIE (SpeEeDY NoTE ENTRY) 
* Click the Speedy Nore Entry Tool @!, and click the target measure. The editing frame ria 
appears. i 
© Use the arrow keys to position the insertion bar on the first note of the tied pair. You can : 
also click the note or chord instead of using the arrow keys. Lf only a single noe of a A 
chord is to be tied, use the Up or Down arrows to position the crossbar squarely on irs i 
notehead. To tie every nore in the chord, position the crossbar on irs stern. « 

© Press the Equal (=) key. A tie appears. [f the insertion bar was on a chord stem, a tie 
appears on every nore in the chord. If the crossbar was on a single nocehead, only that 
note receives the tie. (You can remove a te by pressing the Equal key again.) 


nq 


a 


To CONTINUE TIES ACROSS SYSTEM BREAKS 
See “To correct the playback of ties,” below. 


en} 


~ 


To CORRECT THE PLAYBACK OF TIES f 
When you first put tes into the score using step-cime music entry (Simple Note or Speedy { 
Note Entry tools), Finale considers them purely graphic. Sometimes, ties that extend 
across a barline don’t initially play back correctly (the second note of the tied pair is 
attacked separately instead of being added to the duration of the first note). And in the 
event a de straddles a system line break, the tie isn’t always continued onto the second 

) system. The following technique solves both problems at once. 

* Click the Mass Mover Tool &], and select the region to be affected. You can select one 

F measure by clicking, additional measures by Shift-clicking, a screenful by drag-enclosing, 

an entire staff by clicking co the left of it, or the encire piece by choosing Select All from 

, the Edit menu. 

: © Choose Check Ties from the Mass Edit menu. When Finale is finished computing, all ties 

‘ will play back (and be carried over system breaks) correctly. 


~~ —- ww we 


) To CHANGE THE SHAPE OF A SINGLE TIE 
+ Click the Special Tools Tool I, and click the target measure. The Special Tools window 
appears. . 

) * Click the Tie Tool HE). A handle appears at each end of every tie in the measure. 
. © Click the left handle of the tie you want to edit. The Tie Alterations dialog box appears, 
; in which you can specify the rie direction (over or under), the height of its arc, and the 
' positions of its endpoints. 

In cases where a tie straddles a system (line) break, you can also edit the te’s “tail” on oe 
the next line—the miniature tie chat represents the continuation of the tie—by clicking :o 


U f 
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the right handle. The Tie Alterations box appears, but the changes you make in it only 
affect the appearance of the tie’s “tail,” if any. (If one tie ends and another te begins on 
the same note, click the handle in the usual way to edit the ending de. Shift-click the 
handle to edie the de that begins on the note.) 

«To “freeze” the tie up or down, dick Freeze Tie. Click either Over or Under. Float Tie is 
the usual setting for a tie. It means chat the ie will arc up or down depending on the stem 
directions of the notes it’s connecting. Freeze Tie Over means the tie will always arc over 
(usually above stems-down notes), and Freeze Tie Under means the de will always arc 
under (usually below stems-up notes). 

* Specify the height of the tie’s arc by entering a new value in the Y Offset box. Change the 
horizontal positioning of its endpoints by entering new values in the Start Offset and End 
Offset boxes. The numbers in these Offset boxes, in EVPUs (288 per inch), specify the 
amount by which you want to change the existing (default) are height and endpoint 
positions. These numbers affect the tie as shown below. 


Y Ofteet 


aN 


aa 


The End Offser is a negative number, whose value approaches zero as che tie’s right 
endpoint moves to the right. The Start Offser is a positive number thar increases as the 
tie’s left endpoint moves to the right and the Y Offset is a positive number that increases 


as the arc increases (regardless of the direction). 

* Click OK. You return to the Special Tools window, where you see the effects of your 
editing. To restore the tie to irs original condidon, ick its handle and click Delete. 

© Close the Special Tools window by double-clicking the Control-menu box (at upper left). 
You rerurn to the score. : 


To CHANGE THE SHAPE OF ALL TIES GLOBALLY 

¢ Choose Format from the Special menu. The Format Variables dialog box appears. 

* Change the vertical positioning of the endpoints and of the arc by editing the numbers in 

the Tie Variables Height boxes. Specify the horizontal placement of the endpoints by 

changing the number in the Inset box. The first Height number specifies how high a tie 

arcs. The second specifies the endpoint’s vertical position relative ro its norehead. The 
Inset number specifies the 

High (1) bg distance between the tie’s 

Heaght (2) endpoint and the inside of 

the notehead co which it’s 

i The Dartentes attached. All three numbers 
are measured in EVPUs (288 


; ioeet (8 | } per inch) and increase as they 
[a ee ne are jes 

Z : s : indicate a position farther 
The number in the first Height box species the are height (1) of the from the norehead (verti lly 


ties in your document. The ‘number in the second Height box specifies . 7 
the entire tie relative to the noteheads; the for the Height variables, and 


the vertical position (2) of 
Inset specifies the horizontal positions of the endpoints. horizonrally for the Inset 
variable). 
* Click OK. 
To CHANGE THE THICKNESS AND “TAPER” OF TIES 
for a discussion of the various 


See “PostScript Variables dialog box” in Finale Reference 
technical parameters you can edit, including a tie’s thickness, curvature, symmetry, and 


“taper.” These options only affect PostScripe prinung. 
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Ty TILING PAGES ; 


Tiling pages (f vou wane to print a full-size score (11 by 17 inches, for example), you have 3 

dilemma. If you print on a dot-matrix printer capable of handling large pages, you won't 
i get the crisp, professional look that PostScript printers give. If you print on a PostScript 

printer, you probably can’t rint on any paper larger than | size. If you print on legal- 

size pages using a PostScript printer and then photocopy these pages—using an enlarging i 
copying machine—onto 11-by-17-inch paper, you reduce the clariry of the original 
f printout. 
Finale has a feature that can solve this dilemma: it can automatically tile the pages printed 
by a PossSeripe princes other words, print our several standard-size pages with a por- 
tion of the full score page on each, so that you can then tape chem together (and, if you 
wish, photocopy the result onto large single pages). 


~ 
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To TILE PAGES 

« Set the page size of your score to the proper size. Use either the Format command in the 
Special menu or the Page Layout T gl. (See “Page layout” or “Page size.”) When 
entering the EVPU values for the final, taped-cogether page dimensions, the key is co 
subtract one inch for each page that will be side-by-side wich another. If your score is to 


~ 








be 11 by 17 inches, for example, it will be composed of rwo letrer-size pages taped 


ww YY NY WY NY YO. 





Therefore, set the page height to che EVPU equivalent of 10 inches (nor 11). For the 
width, enter the equivalent of 15 inches (remember, you’re subtracting one inch for each 
page that will by side-by-side). Since there are 288 EVPUs per inch, that 10-by-15-inch 
printing area equals 2880 by 4320 EVPUs. 
By subtracting one inch from each dimension in this way, you provide for a half-inch ; 
margin of overlap on each page, so thar the resultanc pages will be easier to tape . 
cogether. ; 

* Choose Recale Music from the Edit menu. : 

» Choose Compile PostScript listing from the File menu. A dialog box appears. 

« Click Tile Pages. Specify the page range and the size of the component pages (Letter or es 
Legal) on which you'll be printing. Click Center Music on Page if you want the printed : 
image of the full scare page to be centered on the taped the taped-together physical page. if you & 
don’t specify this option, the music will appear beginning in the upper-left Comer of each 7 
full-size page, requiring you to cut off the extra paper on the right and bottom margins, if 


necessary. 
« Click Compile. To print the resulrant compiled file, you'll need a downloading program. 
have a paper cutter on hand to 


For more information, see “PostScript.” For best results, 
trim the default quarter-inch margins created by a PostScript printer on each page that 


you'll be caping together. 
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WO. TIME signatures 





Time signatures See also “Hiding time signarures,” “Compound meters,” “Cut time,” and 
“Composite meters.” 


8 


TO CHANGE THE TIME SIGNATURE 

* Click the Time Signature Tool #!. A handle appears on each barline. 

* Click the handle of the barline where the time will change. The Time Signature dialog 
bex appears. 

* Click the Increase and Decrease burtons for the numerator and denominator until the 
window displays the desired time signarure. The upper Decrease and Increase buttons 
govern che numerator (upper half, or beats Per measure) of the time signarure, che lower 
ones govern the denominator (lower half, or basic rhythmic value). 

The way you define your meter is important, because it also governs beaming in the 
region it affects. In the case of cut time, you should set the buttons so thar the display 
shows cwo haif notes (eighth notes will be beamed together in groups of four). Unless 
you tell it otherwise, Finale displays the common-time symbol C instead of 4/4, and the 
cut-time symbol @ instead of 2/2.° 


Pipip 
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TIME SIGNATURE DIALOG BOX BEAMING PATTERNS 
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The time signature you establish also affects the beaming pattems of any new music you enter. You can, 
of course, change the beaming pattam of existing music; see “Beaming—To rebaam a selected region.* 


If you’re building a composite meter, click the upper or lower Special burton. A dialog 
box appears, where you can create a composite numerator (such as 3 + 3 + 2) or denomi- 
nator (such as 4 + 8). For further details, see “Special Time Signature Upper Half dialog 
box” and “Special Time Signature Lower Half dialog box” in Finale Reference. When 
you return to the Time Signature dialog box, Finale places an X in the Special check box 
you clicked, 


* If you don’t want Finale ro substitute the C for 4/4 or the ¢ for 22 time signatures, choose 
Opaons from the Special menu and click Abbreviate Standard Time or Abbreviate Cur Time, 
respectively (so chat these items aren't selected). 
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eu TIME-STAMPING 





* Click OK. A box appears, asking what region of measures you want to be affected by the 
meter change. The options are This Measure Only, This Measure Through Measure __ 
(which lecs you specify the last measure of the time change), or This Measure Through 
End of Piece. 

« Specify the range of measures you want to be affected by the meter change. You return to 
the score. 


TO CREATE MULTIPLE SIMULTANEOUS TIME SIGNATURES 
This subentry contains instructions for changing the actual time signature independently 
for different staves. 

© Choose Floats from the Special menu. A dialog box appears. 

Click Float Time Signatures. Click OK. 

© Click the Staff Artributes Tool 4. A handle appears on each staff. 

© Click the handle of the first staff whose meter you want to change. The Scaff Attributes 
box for the selected staff appears. 

* Click Float Time Signature. You need to specify Float Time Signature for each staff that 
will be in an independent meter. If you have several staves to prepare this way, stay in the 
Staff Arcributes box, and scroll between staves by clicking che Prev and Next buttons. 

* Click OK. Now vou can ser the time signature as described above (see “To change the 
time signature”) independently for each staff you’ve prepared this way. 


Time-stamping If you create a time stamp, Finale will aucomatically prin the current ime 
on your file each time you print ir. To add a time stamp, you'll use che Header/Footer Tool 


in Page View. 


To CREATE A TIME STAMP 

© Click the Header/Footer Tool E] . Finale switches to Page View, if it’s not already there. 

© Double-click the page. The Header/Footer Designer appears. (If you want the time to 
appear anywhere on the bottom half of the page, click Footer instead of Header in the 
next instruction.} ; 

* Click Header. Select your page incidence and justification preferences. The page incidence 
options are All Pages, Only on This Page, and so on. The Justification options are Left 
(flush with the left margin, a handle on irs left end), Right (flush with the right margin, a 
handle on its right end), or Centered (centered between the margins, a handle in its 

“cenrer}. 

¢ Type a number sign (#) in the text box. To type the number sign, press Shift-3. You can 
also combine the time stamp with other text. For example, you could also type “Final 
Movement, printed at #.” 

° Click Replace Number Sign with the Current Time. To stamp the current date instead; 
click Replace Number Sign with che Currenc Date. 

© Click Ser Font, and choose a font, size, and style for the header. Click OK. 

Click OK to exit the dialog box. The time stamp appears on the pages you specified, with 
the justification you specified, bur it will probably need vertical adjustment. 


To MOVE OR DELETE A HEADER OR FOOTER 
© Click the Header/Footer Tool 1, if it’s not already selected. A handle appears on every 


header and foorer. 
* Drag the header or footer’s handle to move it. Select the handle and press Delete to 
remove it. Finale updates the time whenever it redraws the screen. 
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Jo INCLUDE SECONDS IN THE TIME STAMP 
Finale normally displays a time stamp in the form “1:15 PM”. If you prefer, you can cell 
Finale to include the seconds roo, as in “1:15:00 PM”. 

« Create the time stamp in the usual way. See “To create a time stamp,” above. 

» Choose Options from the Special menu. The Options dialog box appears. 

» Click Include Seconds in Time. Click OK. The time stamp now includes seconds. Each 
time you select the time stamp’s handle by clicking it, Finale updates ir to the current 
nme. ne 





Title page This entry contains instructions for creating a separate title page with no music on 
ic. If you want the title to appear at the top of the first page of music instead, see “Titles.” 


To CREATE A TITLE PAGE 

© Click the Page Layout Tool (SI , Finale switches to Page View, if it’s not already there. 

» Click the first page. You enrer the Page Layout window. 

» Click Blank Page. When you click Blank Page, Finale makes the displayed page blank by 
“pushing” the music onto the next page (and so on for subsequent pages of music co the 
end of the piece, where it creates a new page to compensate). 

» Click OK. 

© Click the Header/Foorer Tool (2). You're abour ro create che first piece of text (title) 
information. As long as the titles you're creating are not more than a single line long, this 
technique is the best method. [f you need to place longer pieces of text—such as a ser of 
lyrics or a note about the composer—use a Text Block instead and be sure co create ir in 


Page View. See “Text blocks.” . 

Double-click the page. The Header/Footer Designer appears. 

© Type the tide into the text box. 

© Click Only On This Page and your choice of Justification. The three Justification options 
are Left (flush with the left margin, a handle on its left end), Right (flush with the right 
margin, a handle on its right end), or Centered (the dde appears centered berween the 
margins, a handle in its center). ; 

* Click Set Font, and choose a font, size, and style for the header. Click OK. 


© Click OK to exit the Header/Footer Designer dialog box. The title appears on the first 
page with che jusufication you specified, but it will probably need vertical adjusoment 
(see below). Repeat the process with any other titles you want to appear on the nde page. 


To MOVE OR DELETE A HEADER OR FOOTER 
* Click the Header/Footer Tool ), if ie’s not already selected. A handle appears on every 
header or footer. 


© Drag the header or footer’s handle to move it. Select the handle and press Delete to 
remove it. If a part of the header or footer remains on the screen, choose Redraw Screen 


from the View menu. 


Titles A tide is created and positioned with the Header/Footer Tool. If you want to create the 
ticle on a page of its own, see “Tirle page.” 


To CREATE EXTRA ROOM AT THE TOP OF THE PAGE 
Depending on the formar of your piece, you may want the music on the first page ro 
begin slightly lower on the page to allow room for a title space. 


© Click the Page Layout Tool J. Finale switches to Page View, if it’s not already there. 
* Click the first page. You enter the Page Layour window. ; 
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© Click Staff Systems. Finale displays the systems on the first page, representing each as a : 
dorred-line rectangle with handles at the upper-left and lower-right. - 
* Drag the upper-left handle of the top system downward. When you drag the top system i 
down, all subsequent systems move down on the page as well. If you want more preci- 
sion, try this: Click the top system’s handle, then enter a lower (larger negative) value in = 
the ropmosr text box at the right side of the screen. These numbers represent the system i 
margins, measured in EVPUs (288 per inch). To see the effects of the number you : 





5 entered, click the screen in the music display area. : 
* Click OK. Z 
¥ To ADD A TITLE 
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© Click the Header/Footer Tool (El. Finale switches ro Page View, if it’s nor already there. 
* Double-click the page. The Header/Foorer Designer appears. (If you want the dtle to 

appear toward the bottom half of the page, click Footer instead of Header.) _ 
* Type the text for the title in the text box. a 
* Click Only On This Page, and your choice of Justification. The three Justification options 

are Left (flush with the lef margin, a handle on its left end), Right (flush with the right 

margin, 2 handle on its right end), or Centered (centered berween the margins, a handle 


in its center). 

° Click Set Font, and choose a font, size, and style for the header. Click OK. 

* Click OK in the Designer dialog box. The tide appears on the first page with the justifica- 
tion you specified, bur ir will probably need vertical adjuscmenc. 


To MOVE OR DELETE A HEADER OR FOOTER 
° Click the Header/Footer Tool ]  ifie’s nor already selected. A handle appears on every 
header or foorer. 


* Drag the header or footer’s handle to move it. Select the handle and press Delete to : 
remove it. If a part of the header or foorer remains on the screen, choose Redraw Screen . 


from the View menu. 
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Transcribing For information on transcribing a real-time performance, see “Real-time 
transcription (HyperScribe)” or “Real-time recording (Transcription Tool).” If you want to 
transcribe a piece that’s currently stored in a sequencer, see “Transcribing a sequence.” 
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Transcribing a sequence If you're interested in norating a performance that’s currently 





i stored in a hardware or software sequencer, you have several options. If your sequence is 

od stored in a sequencing program (software), you can usually cransfer it co Finale by saving it 

i as a standard MIDI file. Read your sequencer’s instructions, then see “MIDI files.” [ 
i If the sequence is stored in a physical (hardware) sequencer, or if you have a second com- 


purer equipped with its own MIDI interface, you can plug the sequencer (or computer) into 
your computer and play the sequence into the Transcription Tool window. As far as Finale 
is concerned, the MIDI signals it’s receiving in this way are no different from the ones you 
produce when you play your synthesizer. The Transcription Tool can record tracks simul- 


pen 
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a taneously from as many MIDI channels as you like, and then transcribe up to four channels 

a time. 

4 ata 

: . To TRANSCRIBE A SEQUENCE USING THE TRANSCRIPTION Toot ny 
: | For a more complete discussion of the Transcription Tool, see “Real-time recording E 


(Transcription Tool).” 
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¢ Creare the empty score, including meter, key signature, and staff configuration. You can 
transcribe onto one or two staves at a time. 
© Click the Transcription Tool fl, chen click the measure at which the transcription will 
begin. You enter the Transcription window. If the sequence is capable of providing a 
_ MIDI “click track,” or if you can add a separate track consisting solely of quarter-note 
. (or some other value) “clicks” on a single pitch, you’ll save time in the long run, because 
Finale will be learning where the bears fall ar the same time as it’s “hearing” the music. If 


your sequence does ot contain a click track, skip to the instruction marked by the coda 


sign. 

* Choose Click Input from the Time Tag menu. Specify the incoming MIDI signal that will 
serve as the click. The easiest way to enter the click description is to click Listen to MIDI, 
then play the click itself. If the click itself is to be a pitch, make sure it’s either a very high 
or very low pitch—one that won’t be mistaken for a note in your sequence. 

© Click Ignore First Data Byte (so that iv’s no longer selected). This check box tells Finale 
whether or nor it should be particular about the MIDI signal it’s incerpreting as Time Tag 
information—whether or not ta consider arty key (or controller) to be a Time Tag. You 
don’t want this option selected, because you're going to record both Time Tags and 
keyboard notes simultaneously. 

* Click OK. If the clicks will be “tapping” any duration other than a quarter note, be sure 
to let Finale know by choosing the correct duration value from the “First Tag is” section 
of the Time Tag menu. , 

« Click Record under the words Time Tag. If che sequence won’t be providing a click 
track, leave Play selecred under the words Time Tag (you can add the Time Tags sepa- 
rarely after you’ve recorded the sequence). See “Real-rime recording (Transcription 


Tool).” 


Time Tags 
@ Record 


© Play 
i © Set ta 


@ Click Wait Till. Finale is now in “pause” mode, where it will cemain until ic receives the 


t first MIDI signal from the external sequencer. 

t e Play the sequence. Click anywhere (except on 2 button) to stop recording. When you stop 
He recording, you’ll see your music expressed as a sort of scrolling horizontal bar graph. The 
length of the bars indicate the durations of the nores, and their position in relation to the 


eyboard (left side of che screen) indicates their pitch. If you recorded the Time 
all note icons at the top of 





piano k 
Tags (“click crack”) as the sequence played, you'll also see sm: 
the screen, indicating the placement of the bears. 
to. ¢ To play your performance back, choose Select All from the Edit menu. Under the word 
Keyboard, click Play, then click Seart. You hear the sequence played back. Finale also 
records the MIDI channel information from the sequence. When played back, Finale 
: transmits the MIDI signals over the same channels on which they were received. Keep 
_ this in mind if you’re having trouble hearing all the cracks in the sequence when you play 
it back. 
e If the sequence didn’t contain a click track, add Time Tags. See “Real-time recording 
(Transcription Tool}—To record Time Tags.” 
« Select the MIDI channel and pitch information to be transcribed by choosing Transcrip- 
tion Filter from the Transcribe menu. The Transcription Filter dialog box appears, in 
which you can specify the range of notes within each MIDI channel you want tran- 


scribed. 
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contained tracks recorded on several different MIDI 
channels, you can now transcribe chem onto individual staves, one at a time. If the flure 


For example, if your sequence 





and clariner were both on channel 2, for example, enter 2 in the first MIDI channel box. i 
Then, ro make sure you only transcribe the flute part, enter the highest and lowest notes 

of the flute’s register in the Key Range: Low and High boxes. (To enter this informacion 

by playing it, click Listen to MIDI, play the lowest nore, then the highest nore of the 

range you want to specify.) : on Be 
You can also use this high note/low note filter in reverse. If, for example, you specify a 

Low note that’s higher than the High nore, you'll have defined a range of notes you want 

to omit from the cranscription. Only notes lower or higher than the specified range will ca 
be transcribed. 

« Click Use Filters. You’ve just told Finale, in terms of MIDI channel and range of notes, 
what it should extract from the complete sequence for notation onto its own staff. When a 
you're finished transcribing this element, you can return to the Transcription window, 
choose Transcription Filter again, and specify the next MIDI channel setting to extract 
the next “track” out of the sequence, and so on, until you've filrered out each individual 
“track” from the sequence. 

* Choose Assign Measure Tags from the Time Tag menu. For each downbeat, Finale 
automatically puts a lerter M above the Time Tags in the Time Tag display area, accord- 
ing to the cime signarures in the score itself. 

° If you’re transcribing onto two staves, choose a split option (Split Point or Hand Width) 
from the Transcribe menu. If you choose By Split Point, a box appears. Enter the number 
of a synthesizer key whose pitch you want to designate as the dividing point between 
upper staff (usually treble clef) nores and lower staff (usually bass clef) notes. (Or, if you 
prefer, click Listen to MIDI and play the key.) 

If you choose By Hand Width, Finale wiil splic a cwo-handed performance onto the 
correct staves (treble clef or bass clef) by tracking the positions of your bands as they 
move up and down the keyboard. Enter (or, by clicking, Listen to MIDI, play the interval 
of) the largest hand span (in half steps) that occurs in the sequence. As long as there’s a 
discernible gap berween your Two hands, Finale can track a changing split point 
automatically. Click OK to exit either dialog box. a 

¢ Specify a quandzatioa value from the Transcribe menu. Choose the smallest predominant 
durational value in the piece. If there are occasional smaller values (for example, if there 
are triplets or sixteenth notes in a piece where the predominant duration is the eighch 
note), you might opt for Floating Quantization instead of choosing a static quantizarion 
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level. 

« If necessary, choose Floating from the Transcribe mean. A dialog box appears, listing 
three Floating Quantization options. The first, Timed Non-Tupler, tells Finale to watch 
out for non-tuplet subdivisions of the “main” quantization value. If you’re quantizing to 
eighths, Timed Non-Tupler will correctly nocate the occasional sixteenth notes. The 
bottom choice, Non-Timed Tuplet, tells Finale to assume that any values smaller than the : 
quantization value are ruplets, no matter how unevenly they were played. The middle iL 
setting, Timed Tuplet, distinguishes between muplet and non-cupler rhythms, based on the 
timing of the notes that fell becween two Time Tags. 

oating. Quantization, see Tutorial 5 of Learning be 

lements of the Floating Quantization dialog box, see = 





For a more complete discussion of Fi 
Finale. For derails on the remaining ¢ 





i “Floating Quantization dialog box” in Finale Reference. For further information on an 
: Floating Quantization settings, see Appendix 3 in Finale Reference. 7 
% * Choose Expand Minimums from the Transcribe menu. If you don’t choose Expand i 
ie Minimums, any note whose duration is less than the specified quantization value will be 

: i transcribed as a grace note. # 
o ° If you like, click Capeure Performance, Caprure MIDI Xpression, and Capture Time = 


Dilation. (If you click Capture Time Dilation, click Absolure when the dialog box 


appears.) 
1-261 , 


a A 2 ; 
dowtéewte#esvedsésedeseeoweweweeweweweeweeweeeweweeeseees @Bwe BS @& 





Bg TRANSPOSING 





1 


7:2 


These options tell Finale to remember the precise “feel” of your original sequence, and to 
keep this daca handy for playback once you rerum to the score. Performance Data is key 
yelociry, and Start and Stop Time information; MIDI Xpression is controller dara 
(aftertouch, pedal, pitch bend, and so on); and Time Dilation refers to tempo fluctua- 
dons, including ricards and accelerandi. If you don’t choose these options, then when you 
play back che eranscribed music from the score, Finale will simply play the notated 
version—exactly as written, but expressionless and “square” —instead of re-creating the 
human “feel” of your original sequence. 

Click the Transcribe burton. If the results aren’t perfect, remember that your performance 
is suill intact, in che Transcription window. Click the first measure of the transcribed 
notation to flip back into the Transcription mode. Correct any split point or quantization 
sertings, and click Transcribe again. If you don’t get good results and you can’t figure out 
what’s wrong, read the section called “Real-Time Transcription Sertings Guide” in 
Appendix 3 of Finale Reference. 

If you have occasional split point errors in the transcription, you can either change the 
split poinc settings in the Transcription Window and try again, or you can correct the 
errors directly in the score. See “Real-time transcription (HyperScribe}—To correct split 
point errors.” 
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Transposing If you want to cranspose a passage by a specified interval (without changing the 
key signature), see “Transposing: by interval.” To transpose the key of a piece (or part of a 
piece), see “Transposing: changing key.” For information on transposing instruments 
(trumper, clarinet, and so on), see “Transposing instruments.” 


Transposing: by interval This entry discusses the transposition of the music in selected 


measures up or down. If you’re interested in transposing the key of a section, see “Trans- 4 

posing: changing key.” If you want to find out about transposing instruments, see “Trans- . 
sy 
. 


posing instruments.” 


To TRANSPOSE A REGION DIATONICALLY OR CHROMATICALLY 


© Click the Mass Mover Tool (Gl , and select the region to be affected. You can select one 
measure by clicking, additional measures by Shift-clicking, a screenful by drag-enclosing, 
an entire staff by clicking to the left of it, or the entire piece by choosing Select All from 
the Edit menu. You can also use the Set Selection command in the Mass Mover menu co 
select a large region without scrolling. 

e While pressing the 5 key (for a diatonic transposition) or 6 key (for a chromauec transpo- 
sition), double-click the highlighted area. The Transposition dialog box appears. (You 
just used a Metatool—a one-key equivalent for a longer procedure. By pressing 5 or 6 
while double-clicking, you accomplish the same thing as choosing Modify Entries from 
the Mass Edir menu, then clicking Transpose in the subsequent dialog box.) 

« Specify the desired transposition, including Up or Down. If you want to transpose the 
selected region by more than an octave, enter the number of octaves Finale should add to 
the specified smaller interval transposition. (For example, the interval of a tenth is a third 
plus one octave.) A : 

If you’re performing a chromatic transposition, certain options on the right side of the 
box become available. For example, if you click an interval of a Fifth, you can select the 
Perfect, Augmented, or Diminished option. 


* Click OK. 
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Transposing: changing key This entry provides instructions for transposing the key of a 
piece (or part of a piece). Lf you want to transpose a passage without changing the key 
signature itself, see “Transposing: by interval.” Lf you want to find out about transposing 
instruments, see “Transposing instruments.” 

There are three ways to transpose your music into a different key. Each has a slightly dif- r 
ferent conceptual slanr. Only the third method is appropriate for changing ail key signa- i 
tures in a piece at once by an equal interval—to add a sharp to every key signature in the . 
piece, for example. . 


To TRANSPOSE A PIECE (KEY SIGNATURE TOOL) 
Use this method if you’re transposing an entire piece. If you’re only transposing one r 
section, use this method if you know the measure number of the end of the transposition. 

¢ Click the Key Signarure Tool (@l. A handle appears on each barline. 

¢ Click the handle of the first barline of the measure where the new key is to begin. The 
Key Signature dialog box appears. 

* Scroll to the desired new key signature. Click OK. A box appears, asking you to specify 
the region of music to be affected, and how you want the new key to affect any existing 





notes. 

* Choose Transposed, Held Modal, or Held Chromatic. If you choose Transposed, the 
music following the key change is ransposed into the new key. If you choose Held 
Modal, the nores will remain on the same line or space they were on before the key 
change, but no new accidentals will appear. in other words, their actual pitches may 


change. (An F# in the key of D will become an F} in the key of Db, because it’s on the - 
same place in the staff.) : 
If you choase Held Chromatic, the pitches will remain exactly the same as they were . 
before the key change—in other words, you’re just changing the key signacure without es 
affecting the existing notes at all. (The existing notes will be renotated according to the : 
new key. A Gf in the key of E will become an Ab in the key of Eb.) L 
¢ Specify the range of music to be affected. Enter the number of the last measure to be t 
affected in the “This Measure Through Measure...” box before clicking the check box if H 


you want to affect only a section of the music; click This Measure Only; or, if you want 
the new key change to affect all measures to the end of the piece, click “This Measure 
Through the End of the Piece.” 





To TRANSPOSE A PIECE (Mass Mover Toot) 


Use the Mass Mover Tool to select a section of music for transposition. It’s the best 
option to use if you're not sure of the measure numbers of the measures to be affected. 





© Click the Mass Mover Tool (] , and select the region to be affected. Click to select one 
measure, Shift-click to select additional measures, drag-enclose to select several on-screen 
measures, click co the left of the staff to select the entire staff, or choose Select All from 
the Edit menu ro select the entire file. You can also use the Set Selection command in the 
Mass Mover menu to select a large region without scrolling. : a 
This process will change the key in every staff, no matter how many staves are selected. 

* Choose Change Key from the Mass Edit menu. The Key Signature dialog box appears. 

* Scroll to the desired new key signarure. Click OK. A box appears, asking how you want 
the new key to affect any existing notes. 

° Click Transposed, Held Modal, or Held Chromatic. If you choose Transposed, the music 
following the key change is transposed into the new key. If you choose Held Modal, the 
notes will remain on the same line or space they were on before the key change, but no 
new accidentals will appear. In other words, their actual pirches may change. (An Ff in 
the key of D will become an Fy in the key of Db, because it’s on the same place in the 
staff.) 
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If you choose Held Chromatic, the pitches will remain exactly the same as they were 
before the key change—in other words, you're just changing the key signature without 
affecting the existing notes at all. (The existing notes will be renotared according to the 
new key. A Gf in the key of E will become an ‘Ab in the key of Eb.) 


To TRANSPOSE A REGION BY A SPECIFIED NUMBER OF SHARPS OR FLATS 
Under certain circumstances, you may want [0 use this third method of changing the key 
of a region or a piece. This technique lets you specify a number of sharps or flats you 
want to add to or subtract from ail keys in che selected region, preserving any existing 
key changes within the piece, but changing each by the same interval. 

* Click the Mass Mover Tool i, and select the region to be affected. Click to select one 
measure, Shift-click to select additional measures, drag-enclose to select several on-screen 
measures, click to the left of the staff to select the entire staff, or choose Select All from 
the Edit menu to select the entire file. You can also use the Set Selection command in the 
Mass Mover menu to select a large region without scrolling. 

* Double-click the highlighted area. The Mass Edit box appears. 

¢ Proceeding through the dialog boxes, click as follows: OK, Measures. Key Signatures, 
Add To. If you were to click Set To, Finale would display the standard scrolling Key 
Signature box, letting you set all key signarures in the desired region ro a single key 
signature. 

« Enter the number of sharps (a positive number) or flats (a negative number) to add to 
existing key signarures. If an existing key signature is a sharp key, a negative number here 
will subtract sharps, moving through the circle of fifths until all che sharps are gone (key 
of C), then adding flats, if necessary. A positive number can be used in the same way to 
subtract flats (then add sharps, if necessary). 

* Click OK. Click Transposed, Held Modal, or Held Chromatic. For a discussion of these 
options, see the last step in “To transpose a piece (Mass Mover Tool),” above. 


© Click OK in each dialog box to rerarn to the score. 


Transposing instruments Any staff can be defined to have any instrument transposition. 


For example, a trumpet staff can be notated up a whole step, yet Finale will scill play the 
music at concert pitch. While you're working on the score, you can be looking ar the 
instrumental staves either in their transposed or concest-pitch forms. 


To DEFINE A STAFF TRANSPOSITION 

© Click the Staff Antributes Tool {4 A handle appears on each staff. 

* Click the handle of the staff to be transposed. The Staff Artributes box appears. 

# Click Transposition. The Staff Transposition box appears. 

* Specify the desired transposition. The most common transpositions are listed in the dialog 
box. For example: 


For this i 

Bb crumper, clarinet, soprano saxophone Up M2, Add 2 Sharps 

D cumper Down M2, Add 2 Flars 

Eb clarinet, sopranino sax Down m3, Add 3 Sharps 

Alto fluce in G Up P4, Add 1 Flat 

Hom in F (French horn), English horn Up PS, Add 1 Sharp 

Alto saxophone Up M6, Add 3 Sharps 

Tenor saxophone, bass clarinet Up M9, Add 2 Sharps, Treble Clef 
Baritone horn (when in treble clef) Up M9, Add 2 Sharps, Treble Clef 


Baritone saxophone Up P8+M6, Add 3 Sharps, Treble Clef 
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You can also creare your own instrument transpositions for less common instruments, or 
to accommodate synthesizer patches with unusual cranspositions. Use the Key Alter box 
to tell Finale how to modify the key signature. A positive number in this box adds sharps 
to the key signarure (or subtracts flats), and a negative number adds flats (or subtracts 
sharps). 

You must also enter a number in the Interval box, telling Finale how to cranspose the 
nores. The number here specifies the degree of diatonic rransposition. To create a parr 
that’s notated higher than ir sounds, use a positive number; lower than it sounds, use a r 
negative number. Keep in mind thar zero means no transposition, so 1 means up a step 
{an interval of a second), 2 means up a major third, and so on. To transpose the part : 
down an octave, for example, you’d enter -7. Here are some examples of transpositions 
you could create: 


Clarinet in A, oboe d’amore Key Alter: -3 Interval: 2 
Piccolo Key Alter: 0 Interval: -8 
Glockenspie! Key Alrer: 0 Interval: ~14 
Sering or electric bass, guitar Key Aleer:Q Interval: 7 
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) Finally, noce thar you can specify a clef for this staff to display in irs transposed (or 

extracted part) form, which can be different from the clef used in the full score. To 

) specify this “transposition” clef, click *Set To Clef*, and double-click the desired clef 

from the palerre. 

) © Click OK. You rerum co the Staff Artributes window. If there are other staves for which os 

) you want to set the transposition, simply click the Next and Prev buttons to move to the 
Seaff Artribures windows for the other staves. 
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* Click OK. 


To DISPLAY A SCORE IN CONCERT PITCH (OR IN TRANSPOSED FORM) 

Once you've established the transpositions for your instrumental staves as described in 
“To define a staff cransposition,” above, you can tell Finale whether or nor it should 
display the full score in its transposed form. 

* Choose Options from the Special meau. The Options dialog box appears. 

© Click Show Staff Transpositions. If this option is selected, any staff you’ve defined as 2 
transposing staff will appear in irs ransposed form, just as ic will when the part is 

. extracted. If you don’t select this option, all music will appear in its untransposed 
(concert pitch) form. 

Click OK. If you print the full score, the staves will appear as they do on the screen. 
When you extract parts, the extracted parts always appear in their transposed form, 
regardless of whether Show Staff Transpositions is selected. (The only exception is the 
Special Part Extraction method, for which parts are printed transposed or untransposed 
according to the setting you’ve just made.) 








be 


To ENTER PRETRANSPOSED MUSIC ONTO A TRANSPOSING STAFF (STEP-TIME 


MUSIC INPUT) 
You might wonder how Finale handles notes you input on a transposing staff—does it 
consider che notes you’re entering to be the concert pitches or the written ones? When 
you’re using the step-time music entry tools (the Simple Note Entry and Speedy Note 
Entry tools), it’s up to you. : 
The following inscructions show you how to specify that the notes you're entering have 
already been transposed—for example, if you're copying an existing score. 


¢ Choose Options from the Special menu. The Options dialog box appears. 
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* Select Show Staff Transposicions, if ir’s not already selected. Click OK. When you rerum 
to the score, you'll see by the key signacures that Finale is displaying the transposing 
staves in their cransposed form. In this mode, any new notes you enter with either step- 
time input tool are considered already transposed. In other words, if you play a C on the 
MIDI keyboard, it appears as a C on the transposed staff, even though ic will play back 
as some other note, because you've just entered a written C. 

If you want to enter the concert pitches, choose Options again and click Show Scaff 
Transpositions again (so that the X disappears from the check box). When you rerum to 
the score, Finale displays the contents of transposing staves at concert pitch. Any music 
you enter with either step-cime input tool is now considered ar concert pitch. When you 
cum Show Staff Transpositions back on, it will be appropriately transposed. 
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To ENTER PRETRANSPOSED MUSIC ONTO A TRANSPOSING STAFF (REAL-TIME 
MUSIC INPUT) 
Once you’ve created a transposing staff, Finale assumes that any notes you enter with 
one of the real-time music input tools—HyperScribe or the Transcziption Tool—are 
untransposed (that is, they’re concert pitches). 
You may occasionally want Finale ro assume that the notes you're entering have already 
been cransposed—if you’re entering an existing score into Finale. There’s no specific way 
ro let Finale know your real-time music input has already been transposed. The solution 
is to go ahead and enter them, lerting Finale transpose them again, so thar the temporary 
result is that all the notes are too high (or too low), chen manually cranspose the 
incorrectly transposed notes back to their correct written pitches. 


: ¢ Enter the part in its already transposed form. Finale cransposes the pitches again, resule- 
ar ing in a double transposition. 
; : * Click the Mass Mover Tool &1, then click to the left of the staff you need to correct. The 
: ennre staff is highlighted. 
ee While pressing the 6 key, double-click the staff. The Transpose Chromatic box appears. 

: * Specify the interval needed to transpose the notes to their correct “written” pitches. In 
other words, if you’re working on a trumpet part, you’d specify Down a Major Second as 
the transposition interval. 

© Click OK. Finale rransposes all notes on the staff back to their correct written pitches. 


perreeeppppp 


Transposing parts See “Transposing instruments.” 


Treble clef The treble (or G) clef $ is number 0 (zero) in Finale’s default clef-numbering 
scheme. Any new staff you create initially appears with the treble clef, unless you specify a 
different default clef, as described below. 

Any clef change in Finale is fully incelligenr, renotating the music as necessary without 
affecting playback. 





To SET A STAFF (OR CHANGE A STAFF) TO TREBLE CLEF 

|. * Click the Clef Tool Fl. 

© Click the measure where you want the treble clef to begin. The Clef for Measure (#) 
dialog box appears. (If rhere’s no music in the measure, Finale asks if you want to insert 
a “real” whole rest so that it can proceed with the clef change. Click OK.) 

« Type 0 (zero). into the *Clef* box. Alternate method: click the word *Clef* and double- 
click the treble clef (leftmost clef, top row) in the palerte char appears. 

« If the new clef is to begin the measure, click OK. A box appears, asking you to specify the 
region to be affected. (Ac the end of this region, the clef currently in force will be 
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restored.) Click the appropriate region description: This Measure Only, This Measure 
Through __, or This Measure Through the End of the Piece. 

* If the new clef is to begin in the middle of the measure, click Go to Multiple. You return 
to the score, with the clef—which now has a handle—ar the beginning of the staff. 

* Drag the clePs handle right, left, up, or down to move it. The notes before and after it 
will be renotated automatically. 
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To CHANGE THE DEFAULT CLEF ay 

* Choose Parameters from the Special menu. The Parameters dialog box appears. 

* Click *Default Clef*. A paletre of clefs appears. 

* Double-click the desired default clef. Click OK. Any new staff you create with the New 
Staff Tool will initially appear wich the clef you specified. For information on creating 
your own clefs, see “Clefs.” 


Tremolando See “Tremolos.” 


ed to indicate either the rapid restriking of a note ora 
be either measured (where each note is struck every 
le) or unmeasured (where the noes are played as 
1 ways to create a tremolo marking in Finale, 


Tremolos A tremolo marking, usually us: 
capid alternation berween notes, can 
eighth note or sixteenth note, for examp 
fast as possible, out of time). There are severa 
depending on the effect you want to create. 


To PLACE A TREMOLO MARKING ~, 4, OR % (Note ExprEssION) 

“You can place one of these markings on a note stem (fora 
string tremolo, for example) or above or below a note. You can 
also place one between two stems CO indicate a rapid alternation 
berween the cwo pitches. 


© Click the Note Expression Tool &. 

¢ Click on, above, or below the note to which you want to attach the 
The Note Expression Selection box appears. 

e If you see the tremolo marking in the selection box, double-click ix. If you have loaded a 


Nore Expression Library: (or if DEFAULT.MUS is in place), the tremolo marking will a 
u double-click ir, you return to the score, and the marking 


emolo marking. 


appear in the palette. When yo 
is attached to the nore. 
* If you don’t see the tremolo marking in the selection box, click Create. The Noce Expres- 


sion Definidion box appears. 

« Type ALTO190. In the Petrucci music font, ALTO0190 is the unmeasured eremolo (#) i 
marking. To produce the measured eighth and measured sixteenth note tremolo markings i 
(- and #), type Shift-1 or Shift-2, respectively. 


* Click OK or Select in each dialog box to rerurn to the score. 





To MOVE OR DELETE A NOTE EXPRESSION TREMOLO MARKING 


« Click the Note Expression Tool 2). 
* If the marking’s handle isn’t visible, click the note to which it was attached. i 
+ Drag the handle to move the marking. Select it and press the arrow keys to “nudge” it for : 
ess Delete to remove it. If you delete the marking and it 


fine positioning. Select it and pr: 
still appears to be on the screen, choose Redraw Screen from the View menu. 








To COPY TREMOLO MARKINGS (AND OTHER ARTICULATIONS) 
See “Expressions: Nore Expressions—To copy Nore Expressions.” ae 
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To CREATE A MEASURED OR UNMEASURED TREMOLO MARKING (SHAPE 
EXPRESSION) 
Another form of tremolo often connects two longer values—for example, whole notes, as 
shown here: 


= 


cy) 


I's customary to norate the tremolo duration tvice—once for each part of the tremolo. 
Therefore, a measure displaying a whole-note tremolo appears to display a cotal duration 
of eight beats (two whole notes with the tremolo marking berween them). If you don’t 
wish to use this double-value custom, skip to the instruction marked by the coda sign. 


© Click the Measure Attributes Tool [i]. A handle appears on each barline. 

* Double-click the handle of the ending barline of the remolo measure. The Measure 
Artribuces window appears. 

* Click Track Total Duration. This option will allow you to pur more notes in the measure 
than technically allowed by the time signarure—for example, you'll be placing two whole 
notes in a 4/4 measure in order to notate the long tremolo in the customary way. 

* Click OK. Now you'll creare the tremolo marking itself. 

@ Click the Staff Expression Tool 4]. 

* Click on, above, or below the note to which you want to attach the tremolo marking. 
The Seaff Expression Selection box appears. 

© Click Shape. If the marking appears in the palerre, double-click it, chen click OK. The 
marking appears in the score, where you can adjust its position (see below). However, if 
you plan to place more than one of this Shape Expression into the score, be sure to do so 
with the use of Metatools. See “Expressions: Staff Expressions—To create Note, Scaff, or 
Score Expression Metatools” for full insrructions. ; 

* Click Create. In the following dialog boxes, click *Shape ID* and Create. The Shape 
Designer appears. 

© Click the Line Thickness Tool 3] , enter 200, and click OK. The next step takes you 
through the crearion of three thick diagonal slashes. A negative Y coordinate means 
you’re drawing a line downward, and a negative X coordinate means you’re drawing a 
line that goes to the left. All of these numbers are measurements in EVPUs (288 per inch). 
For a complete discussion of the Shape Designer, see “Shape Designer.” 

¢ Fill in the coordinate boxes as shown below. After you enter each pair, click the specified 
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tool. 
xX x% Tool 
100 20 Line Tool 
0 =20 Move Tool £1] 
100 0 Line Tool 4 
0 +40 Move Tool I 
100-20 Line Tool 


If you make a mistake along the way, click Undo to cancel your last operation. These 
numbers produce a three-line unmeasured tremolo symbol. 

Drag the gray square handles of the bounding box so thar it just encloses the shape. 

* Click OK or Select in each dialog box to rerurn to the score. You’ve just created a Shape 
Expression. As with other Shape Expressions, if you anticipate placing into the score 
more than one copy of the Shape Expression you just created, you must do so using a 
Metatool. Otherwise, if you reshape or adjust any one tremolo marking, you’ll reshape 
all occurrences of it. See “Expressions: Staff Expressions—-To create Note, Staff, or Score 
Expression Metatools” for full instructions. 
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TREMOLOS 


There’s an alternate, more advanced method of creating a Shape Expression three-slash 
tremolo marking that ensures thac the slashes will remain perfecdy parallel and uniform 
in length. In essence, the rechnique is to create a single slash in the Shape Designer (by 
entering only the top pair of coordinates in the table above, then clicking the Line Tool}. 
Place this one-slash marking into the score three times and align chem only a few EVPUs 
apart (you can specify exact EVPU coordinates as you're placing any Staff Expression or 
Score Expression. See “Expression Assignment dialog box” in Finale Reference). 

Now, when you adjust any one of the three slashes, the other rvo move in tandem, so 
that they’re always perfectly parallel and have the same length. The only complication 
thar may arise using this method is thar if you're nor careful, you'll reshape ail tremolo 
marking Shape Expressions in your file when you edit any one of them. Therefore, be 
sure to enter the first of every three slashes using a Shape Expression Meratool (see 
“Expressions: Staff Expressions—To create a Shape Expression Metarool”). Place the 
second and third slashes into the score without using a Metatool—in other words, by 
clicking the note wich the Scaff Expression attached to it. Double-click the last slash 
shape that appears in the Shape Expression Selection box. In other words, you’re double- 
clicking the same slash shape chat you just created when you placed the first slash into 
the score with a Metatool. 


To MOVE OR DELETE THE SHAPE EXPRESSION TREMOLO MARKING 


* Click the Staff Expression Tool (i. 

# Click the note to which the tremolo was artached. Six handles appear—one at each end 
of each line. The right handles conrrol the angle of each individual line. The left handles 
control the vertical positioning of each line. 

While pressing the CTRL key, drag the right handles, one at a time, to change the angle 
and length of the tremolo. As you drag the right handles, the lines will grow longer or 
shorter. (By pressing CTRL, you tell Finale to leave all the other handles in posicon.) Lf. 
you prefer che kind of tremolo marking in which the outer line connects the ends of the 
stems of, for example, two half nores, you can drag the ourer line to the desired length 
independently. Be sure to check the effect in Page View before printing to assure that the 
measure hasn't widened slighdy, pulling the note stems out of contact with the outer line 


of your tremolo marking. 


To CREATE A HALF-NOTE TREMOLO MARKING 
eating a tremolo marking. This kind of marking, useful 


Here's another method for cr 
primarily for stemmed notes such as half notes, can be measured or unmeasured. 





To create “haif-note” tramolo notation, create the notes as 
thinty-second notes (left). Usa the Special Tools Tool to 
change the noteheads to half noteheads (middie). Hf you 
want, use the Beam Extension Too! (within the Special 
Tools) to slightly shorten the inner “beams” (right). 


to be beamed by the tremolo as eighth, sixteenth, or thirty-second 
if the result will be a pair of half notes connected by a measured 

c “beam,” as it were), enter the two notes 
display cwo slashes (or “beams”), enter 


Enter the pair of notes 
notes. In other words, 
“eighth-note” tremolo marking (one slash—o 
as eighth notes. If the measured tremolo is to 
them as sixteenth notes, and so on. 

You'll probably want to drag the notes farther apazt, particularly if they’re thirry-second 
notes. To do so, click the Speedy Note Entry Tool fal, click the measure, and drag the 


notes. 








eer, 
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* Click the Special Tools Tool BJ, and click the tremolo measure. You enter the Special 
Tools window. 

* Click the Notehead Tool [4] . A handle appears on each notehead. 

© Shift-click the handle of the first nore in the tremolo pair. A palette appears, displaying 
every music character in the Petrucci music font. The half-note notehead is in the far 
right column, sixth from the bortom. 

© Double-click the half-note norehead. Repeat the Shift-click process with the second 
norehead in the pair, so thar boch appear to be half notes, joined by the remolo beam or 
beams. © 

| If you don’t want the tremolo “beams” to actually touch the stems of the notes, you can 

! adjust them.to create a slight gap berween each end of the beam and the nore stem. To do 

so, click the Beam Extension Tool (i, and drag the beam handles inward. 


© Double-click the Control-menu box (upper-left corner of the Special Tools window). 





Trills A cil is ofren notated with rwo symbols: the é indication and a wavy extension line (~) 
that indicates the length of the trill. Boch components of a trill are Note Expressions. If 
you've loaded a Note Expression library into your file (or if DEFAULT.MUS is in place}, 
you don’t have co create the markings. 


a 
| Tremulants See “Tremolos.” 


To CREATE THE TRILL (i) MARKING ON A NOTE 
These instructions create a graphic trill marking only. If you want the crill marking ro 
play back, see “To define a trill marking for playback,” below. 

© Click the Note Expression Toot [5]. 

* Click on, above, or below the note, The Note Expression Selection box appears. 

¢ If you see the # marking im the selection box, double-click it. You return to the score, and 
the marking is attached co the nore. 

« If you don’t see see the # marking in the selection box, click Create. The Nore Expression 
Definition box appears. 

© Type ALTO217. In the Petrucci music fone, ALTO217 is the a mark. 

¢ Click OK or Select in cach dialog box to rerurn to the score. The marking appears at the 
spot you clicked. 


= To CREATE A SMALL ACCIDENTAL IN PARENTHESES 

; To let che player know which notes are to be trilled, a small accidental, sometimes in 
parentheses, is often placed next to the ir symbol. (This tells the player co raise or lower 
the writcen pitch by a half step for the trill.) 


© Click the Note Expression Tool ($I. 

* Click on, above, or below the note. The Note Expression Selection box appears. If the 
: marking already appears in the palette, double-click ic. You rerurn to the score. 
: © Click Create. The Note Expression Definition box appears. 

° Type the symbol corresponding to the desired Petrucci music font accidental in 
parentheses. In the Petrucci music fone, the left bracker corresponds to the small sharp in 
parentheses (p. Type Shift-left bracket ({) for the & symbol, ALTO210 for the w symbol, 
ALTO211 for the d symbol, or the right bracket (]) for the ™ symbol. 


# Click OK or Select in each dialog box to return to the score. 
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TO MOVE OR DELETE THE tr MARKING (OR THE ACCIDENTAL) 

© Click the Note Expression Tool [5] . 

¢ Lf the marking’s handle isn’t visible, click the note to which it was attached. 

* Drag the handle to move the marking. Select it and press the arrow keys to “audge” it for 


fine positioning. Select i and press Delete to remove it. If you delete the marking and it 
still appears to be on the screen, choose Redraw Screen from the View menu. 


To CREATE THE TRILL EXTENSION LINE (WAVY LINE) 

* Click the Note Expression Tool [5]. 

* Click on, above, or below the noce. The Nore Expression Selection box appears. 

© LE you see the trill extension mark () mark in the selection box, double-click it. You 
return to the score, and the mark is acrached co the note. By dragging this mark’s handles 
horizontally, you can stretch the wavy line as long as you need it to be. See “To extend, 
move, or delete the crill extension line,” below. 

¢ If you don’t see the crill extension mark (~) mark in the selection box, click Create. The 
Note Expression Definition box appears. 

Type Shift-tilde (~). In che Petrucci music font, Shift-clde is che trill extension line. 

© Click Clone Mark, then click Horizonral. 

* Click OK or Select in each dialog box to return to the score. The mark appears in the 
score, obscured by two handles. See “To extend, move, or delete the crill extension line”, 
next. 


To EXTEND, MOVE, OR DELETE THE TRILL EXTENSION LINE 
Create the trill extension line as described above in “To create the trill extension line 
(wavy line).” If the mark’s handles are already visible, skip to the inscruction marked by 
the coda sign. 

© Click the Note Expression Tool 3. 

¢ Click the note to which the marking was attached. 

@ To make the extension line longer, drag its right handle to the right. To move the encire 
marking, drag the left handle. Select either handle and press the arrow keys to “nudge” it 
for fine positioning. Select it and press Delete to remove the extension line. If you delete 
the mark and it still appears co be om the screen, choose Redraw Screen from the View 


menu. 


To DEFINE A TRILL MARKING FOR PLAYBACK 
These inscructions will help you to create an intelligent tr marking (one that’s defined for 
playback). Because you'll need to use an Executable Shape (see “Expressions: Shape 
Expressions”) to define the crill, you'll have to create the & marking as a Seaff Expression 
instead of a Note Expression. You can still create the cil extension line (above) as a 
Nore Expression, however. 


© Click the Seaff Expression Tool @. 

* Click on, above, or below the note to which you want to attach the Staff Expression oil 
mark. The Staff Expression Selection box appears. If you've already created the 
intelligent trill, double-click ic and click OK. The mark appears in the score. Repeat che 
process with the invisible “rescrike keys” expression, if you’ve already created it {as 
described here). 

¢ Click Create. The Text Expression Designer appears. 

¢ Type ALTO217. Click Set Four, choose Petrucci 24 point, and click OK. In the Petrucci 
music font, ALTO217 is the a marking. 

* Click Playback. The Playback Definition box appears. 
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fining the a mark to affect the 
le step). In playback, chis 


cransposition will follow the contours of a shape you're about to draw. 
« Click Create, *Shape ID*, then Create. The Shape Designer appears- 


« Click Transposition, then click Execute Shape. You're de 
pitch (that is, co “transpose” it up or down by a half or who 


The next step takes you through the creation of a zig-zag line that defines the playback 
contours of your trill. A negative Y coordinate means you're drawing a line downward, 
and a negative X coordinate means you're drawing a line that goes co the lefr. All of these 
numbers are measuremencs i EVPUs (288 per inch). For a complete discussion of the 


Shape Designer, see “Shape Designer.” 


* Fill in the coordinate boxes as shown below. After you enter each pair, click the specified 
tool. 
0 36 Move Tool 2 
36 0 Line Tool 2 
72 36 Line Tool 2 
108 0) Line Tool 2 


If you make a mistake along the way, click Undo to cancel your last operation. These 
numbers produce a small W shape that will govern the contours of the till effect. This 
figure produces a erill thac changes the pitch by a half step (36 units of the Y coordinate) 
each eighth nore (36 units of the X coordinate), and lasts for one half nore’s duration, 


like this: 


wr 
The Executable Shape you design forthe playback definition of 2 (let) 
‘oaks like a graph of the pitches played during the wil (iccle). Ths 
Crecutable Shape's detauit rill sounds ike the exasple on the 


In another dialog box, you'll tailor the speed, duration, and pitch of the till to your own 


specifications. 
» Drag the gray square handles of the bounding box so thac it just encloses the shape. 


« Click OK, then Select. You arrive at the Executable Shape Designer. 

« Change the speed of the rrilling by entering new values in the Time Scale boxes. Ar A: 
(the default speed ratio), the note changes pitch each eighth note, which will seem very 
slow (unless the tempo is very fast). If you change the second number to 2, so that the 
Time Scale is 1:2, the mill will occur on sixteenth notes instead. 
In each case, there are two individual up-down “trills” within the crill—in other words, 
you hear a coral of four notes. If you want the trill ro last longer, you can tell Finale to 
repeat the entire rrill by enrering che additional number of times it’s to be played in the 
Repeat Count box. Tf che trill now lasts a quarter nore, you can type 3 into the Repeat 
Count box, and the trill will last four times as long (that is, it will repeat three extra 
times). Finally, the crill shape you drew is a half-step trill. For a whole-step erill, set the 
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Level Scale to 2:1. (You can use even higher numbers if you want the cill to span an 
interval greater than a whole step—a minor third, for example.) This table provides some 


examples of che settings and cheir effects: 


Time Lavei Repeat Playback 
Scaie Scale Count Effect 
1:1 11 Q 
La 
12 i 0 ——— 
A 


« Click OK in each dialog box to return to the score. The i marking is in place. The 
marking, however, only controls the pitches occurring during the trill. You must now 
add a second Staff Expression chat will instruct Finale to rearticulace the note cach ime 
the pitch changes (so that you'll be able to hear the pitches change). Otherwise, you 
won't hear any erill ac all. 

* Click the note again. The Scaff Expression Selection palerte appears. 

* Click Create. The rill marking already appears on the nore, so chis additional expression 
can be completely invisible. Therefore, don’t type anything ino the cext box. 

° Click Playback. The Playback Definition box appears. 

* Click Restrike Keys, then click Execute Shape. The palerte of Executable Shapes appears. 
You should see your original shape. 

* Double-click the mill shape. Click OK or Select in each dialog box to retarn to the score. 
You can now listen co your trill. 

To edit the playback of either of the wo component mill Seaff Expressions, CTRL-Shift- 
double-click irs handle. You enter the Playback Definition box. By clicking Execure 
Shape, you can adjust, for example, the Time Scale or Level Scale for the mill. 


To MOVE OR DELETE THE STAFF EXPRESSION TRILL MARKING 


© Click che Scaff Expression Tool . 
© Click the note to which the trill marking was attached. Its handle appears. 


¢ Drag the handle to move the rill marking. Select ir and press Delete to remove it. 


Triplets See “Tuplers.” 


grouping of rhythmic values—triplers, quintuplers, sepruplets, 
time or in step-time, and you can define 
including whether or noc they include a 


Tuplets A tupler is any irregular 
and so on. You can create tuplets either in real- 
every aspect of the visual appearance of che tuplets, 
bracket, a number, a slur, and so on. 


To TURN “NORMAL” NOTES INTO A TUPLET GROUP 


° Click the Tupler Tool Gi. 

# Click the first note to be included in the tuplet group. The Tuplet Tempo 
box appears. 

* Specify the rhythmic composi 


ral Definition 


tion of the ruplet. The left half of che dialog box indicates 
how many notes of what rhythmic value fir in the space normally allocted (to how many 
notes of whar rhythmic value). Enter the number of each chythmic value in the text 
boxes. Specify the rythmic value itself by clicking the appropriate burron. 
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For example, to define a standard quarter note triplet, you could fill our the values either 
as “3 (quarters) in the space of 2 (quarters),” or “3 (quarters) in the space of 1 (half ).” 


Specify the visual appearance of the ruplet. 
The right side of the dialog box specifies various aspects governing the visual appearance 
of the cupler. These options include Number Only, Number With Bracker, and so on, as 
shown below: 
306 —3I— 
== == ao 


@Nething @ Number Cnty @ Number ith srecket 
* @ Sreek Siuc, Bracket 
on ioe —— cats 


xo =—~—z_ 

——_— : ————— 
@ Namber With Siu @ Number With trecket Use Retts For Nember 
J orece Ster/Brecket ((] treee Slac/Precket ©] Breex Ster/Grecket 


The numbers in che four boxes at the top determine the EVPU values (288 per inch) for 
each of the four handles on a cupler bracket. For a standard horizontal bracket with 
hooks on each end, enter numbers like chis: 


Tuplet isuat Definition 
Number Offset (56 | 


Lettarfset |-9 | 


Middle Offset (12 | 
Right Offset 


You can always change the angle or position of the bracket or slur once it’s im the score. 
If you want the “3” (or whatever number appears over the tuplet) to appear in the 
middle of a slur or bracket instead of appearing above or below it, be sure to click Break 
Slur/Bracker. Lf you’re creating a complex cupler, you can click Use Ratio for Number 
instead of placing a simple digic above the tupler (like 3, for example). Finale will express 
the tupler as a ratio (suck as 3:2, using che numbers you entered in the text boxes for “__ 


in the space of __"}. 
* Click OK. 


To ADJUST, MOVE, OR DELETE A TUPLET 

© Click the Tuplet Tool (J , then click the first note of the tupler. Handles appear on the 
tuplet’s bracket (or slur, or number). 

«To adjust the bracket, slur, or number, drag the appropriate handle up or down (see the 
figure below). To delete the tuplet definition (and restore the notes to “normal”), click 


any handle and press Delete. 

Drag this handle to move the = —~——»- — Org this handle to move the 

bracket up or down relative to the ar entire brackat (inctuding the 

number, number) up or down. 

Orag this handle to move the left Drag this handle to mova the 

endpoint up of down (and fight endpoint up or down (and 
change the bracket’s angle). 


change the length of the 
hook’). 
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TUPLETS 





To ENTER TUPLETS WITH THE SpeEDY Nore ENTRY Toot 

* Click the Speedy Note Entry Tool (2! , and click the target measure. The edicing frame 
appears. 

* Press CIRL-number. You can press any number between 2 and 9 ro specify the cupler 
value that you’re about to enrer. When you do so, the number you press appears in the 
upper righe corner of the editing frame, telling you thac Finale is ready to group the next 
notes you enrer as a tuplet defined by that number. If you need to enter a more complex 
tupler (or want to specify a particular bracket or slur configuration), press CTRL-1, and ae 
the Tupler Temporal Definition dialog box will appear (see “To curn ‘normal’ notes into : 
a tupler,” above). 

¢ Enter the notes of the uplet. Finale automatically groups them and brackers them accord- 
ing to the default visual cuplet appearance settings (see “To predefine the appearance of 
cuplets,” below). 


To CREATE A NESTED TUPLET 
Under certain circumstances, you may need to-creare tuples wirhin cuplets, as shown in 
the figure below. In general, the procedure for creating nested tuplets is exactly the same 
as creating non-nested tuplets. The only rule you need to remember is to create the outer 


tuplet first. 














i 3 u i 3 | 


3 
To create a nested tuplet, start by entering the notes as non-tuplet values (latt). Create the outer tuplet first 
(middia). Finally, detine the inner tuplet (night). Adjust the brackets or slurs as Mecessary. 


To TRANSCRIBE TUPLETS FROM A REAL-TIME PERFORMANCE 
For full instructions on the use of Finale’s real-time transcription cools, HyperScribe and 
the Transcription Tool, see “Real-time transcription (HyperScribe)” and “Real-time 
recording (Transcription Tool).” However, you may find these supplementary instruc- 
tions helpful. 

* Access the Floating Quantization dialog box. If you're about to use HyperScribe, you 
access this box by choosing Tap Duration from the HyperScribe menu. When the Tap 
Duration box appears, click Floar Quantzing. If you’ve just recorded a performance in 
the Transcripdon Tool, choose Floating from the Transcribe menu. In boch cases, nore 
thar the static quantization level you’ve specified (HyperScribe, Division text box or 
Transcripdon window, the Transcribe menu commands) will be ignored. 

© Click Non-Timed Tupler. When you create the cranscription, Finale will count how many 
notes you play between each two taps (or clicks, or beats). If ic calculaces thar you played 
more notes between any cwo caps than you specified by your quantization setting, Finale 
assumes thar the excess notes must be part of a tupler, and will adopt a finer quantization ‘ 
value for that beac alone. In ocher words, if you've specified eighth-nore quantization, 
and Finale encounters a bear in which there are three notes, it automatically creates a 
triplet, no macter how unevenly they were played. a 
If you wane Finale co attempt to distinguish berween criplers and other combinations of in 
three notes—an eighth and two sixteenths, for example—choose the middle option, 
Timed Tupler. Needless to say, a Floating Quantization setting of Timed Tuplet requires : 
that you play accurately enough for the computer to make such distinctions. (The first ~ 
option, Timed Non-Tupier, tells Finale thar there are co be #o cuplets in your transcrip- 
tion, only even subdivisions of the quandzation value—eighths, sixteenchs, and so on.) 
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Enter the aumber of the highest mplet in the Highest Tuplet box. “Highest” means finest. 
The oumber in this box represents 2 subdivision of the beat. The defaule is +—in ocher 
words, the smallest value Finale will cranscribe is a sixteenth note (assuming the tap or 
click value was 2 quarter nore). If you plan co transcribe quinmuplers, enter 5; sepruplers, 
enter 7; and so on. For criplets, you cam leave the default values in place. 

If you do plan co transcribe very fine values (Highest Tupler equal to 5, 7, and so on), 
you'll probably have to decrease the Sensitiviry value to get accurate results. Make a 
sample transcription. If Finale doesn’t accurately transcribe your tuplets—thar is, if grace 
notes appear—then you need to try halving the Sensitivity value. Click the word 
*Sensitiviry™ (also in the Float Quantization dialog box) to display a palerte of duration 
values, letting you specify how far Finale will “search” to identify a cupler. Click the next 
smaller value and try the transcription again. 


¢ Click Float. Continue with the transcription in the usual way. 


To PREDEFINE THE APPEARANCE OF TUPLETS 
If you creare cuplets with any of the methods described above, you don’t have co redefine 
the visual appearance of each tupler each dme you create one. Instead, you can set the 
visual appearance—including whether or nor to include a slur, bracket, and so on—in 


advance. 

¢ CTRL-click che Tupler Tool (1 . The Default Tupler Visual Definition box appears. 

¢ Specify the defaule tuplet appearance. For a more complete discussion of the options in - 
this box, see “To turn ‘normal’ noes into a cuplet group,” above. 

* Click OK. Within this fle, any time you create a cuplec with any of the entry cools, Finale 
will automatically follow your specifications to draw it. 


To cReaTe A Tupter METATOOL 
If you have an especially complex ruplet—especially if it occurs more than once in the 
piece—you may want to create a Tuplet Metatool and avoid the Tuplet Temporal 
Definition box alrogether- 2 

* Click the Tupler Tool &]. 

© Press CTRL-oumber. You can press any number berween 1 and 8 (to define up to 8 
Metatools). The Tupler Temporal Definition dialog box appears. 


© Specify the temporal and visual definition of the tupler. For a more complete discussion 
of the options in this box, see “To turn ‘normal’ notes into a tuplet group,” above. 


e Click OK. To use the Metarool, click the first note of the tupler you're creating while 


pressing the number you used in the second step. The notes are instantly defined 
according to your specifications, complete with slur or bracket, if you specified one. 


Turns See “Mordents.” 


Two voices See “Multiple voices.” 


M-276 














~~ we ewe we ew we ~~ ww w& 


LUA UNDERLINES (IN LYRICS) VOLUME = 





Undertines (in lyrics) See “Lyrics—T draw a ‘word extension’ underline.” 


Upbow See “Bowing.” 


Velocity see “Key velocity.” i 


Vocal music See also “Choral music,” “Rtymns,” “Lyrics.” “a 
One convention used in opera or art sang notation is beaming to lyrics. In this practice, 
eighth notes and sixteenth notes are mever beamed together in the vocal line except when a 
syllable is sustained through more tham one noce (as in a melisma). 


To BEAM ACCORDING TO LYRIC SYLLABLES 


* Click the Mass Mover Tool (i, and select the region to be affected. Click to select one 
measure, Shift-click to select additiomal measures, drag-enclose to select several on-screen 
measures, click to the left of the stat ro select the entire staff, or choose Select All from 
the Edie menu to select the entire file, You can also use the Set Selection command in the 
Mass Mover menu to select a large segion without scrolling. 

* Choose Beam to Lyrics from the Mags Edit menu. The Lyric Rebeaming dialog box 
appears. 

* Specify the type of lyric you want rebeamed. You can specify an individual Verse, 
Chorus, or Section, if you wish, by sticking Break Beam Only At, choosing the lyric type, 
and entering the Verse, Chorus, or Section number. 

* If you want beams broken at each bear, dick Factor In Time Signature. [f Finale factors 
in the time signature, ir will begin a new beam at each beat even if a lyric melisma is still 
continuing. If you don’t use cis option, the melisma beam will continue all the way 
through the measure—as long as the melisma lasts. 


* Click OK. 


Volume See “Key velocity.” 
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Wavy lines See Tells.” 


Whole notes You can enter whole notes into the score with or withour MIDI keyboard input. 
You can also change any existing nore into a whole nore. 


To ADD A WHOLE NOTE (usING MIDI weut) 

© Click the Speedy Note Entry Tool &, then click the target measure. The editing frame 
appears. Position the insertion bar to che right of any existing nores in che measure. 

* Hold down a key or keys on the synthesizer and press the 7 key on the computer 
keyboard. The pitch or pitches you played appear as a whole note. 


To aDD A WHOLE NoTE (wiTHOUT MIDI input) 

* Click the Simple Note Entry Tool (2!. The Simple Note palerte appears. 

* Click the Whole Note icon =]. 

© Click where you want the note to appear in the score. A whole note appears. 


To CHANGE A NOTE’S DURATION TO A WHOLE NOTE 

© Click the Speedy Note Entry Tool £3] . Click the target measure. The editing frame - 
appears. 

* Press the right arrow until the insertion bar is on the noce whose duration you want to 
change. 

© Press the 7 key. The note changes toa whole note. 
Alternare method: Click the Simple Note Entry Tool 21, click che Whole Note icon it, 
click the note you want to change. 


Whole rests To save you extra work, Finale automatically places a default whole rest in every 
blank measure in the score. It’s important to understand the difference berween one of these 
“default” whole rests and a “real” whole rest that you've entered yourself using any of 
Finale’s music input methods. 

For example, a chord ora lyric syllable may be attached to a real whole rest (although 
Finale auromatically skips rests when assigning lyrics by itself). Another difference is that 
only a real whole rest can be moved up or down with the Speedy Note Entry Tool. 


Finale considers a “real” whole rest an entry—something you placed in the score—ust like 
a note or another kind of rest. Therefore, a real whole rest will not be part of 2 multimeas- 
ure block rest when you extract parts, it will be placed in a measure by itself. Furthermore, a 
real whole rest counts as “music” when you optimize staves (suppress the display of blank 
staves within a given system to produce a more compact-and readable full score). Even 
though a staff appears to be empry, Finale won't hide ic if it contains a real whole rest—a 
fact you can use to your advantage if you want to “force” an otherwise empty staff to 
appear in a certain system when you're optimizing staves. Just add a ceal whole rest, and 


Finale won’t hide the staff. 


To ADD A REAL WHOLE REST 
* Click the Speedy Note Entry Tool Gl, and click the targét measure. The editing fame 


appears. 
° Press the 7 key. Unless Use MIDI Keyboard has been turned off in the SpeedOptions — 
menu, a whole rest appears. (If nor, a whole note appears, click it and press. Backspacé to 


tum it into a whole rest.) 
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